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OBSEKVATIONS. 


REVISED  CODE  OF  INSTRUCTIONS. 
1842. 


A  revision  of  the  Code  of  Instructions  has  taken 
place  with  a  view  to  assist  the  Officers  of  the 
St.  Katharine  Dock-Company,  in  the  perform- 
ance of  the  various  duties  which  appertain  to 
their  several  departments  respectively.  These 
Instructions,  however,  must  be  considered  as  pre- 
senting a  general  outline  only,  of  the  rules  and 
regulations  which  are  to  govern  the  conduct  of 
the  business  in  the  St.  Katharine  Docks.  Details 
will  readily  present  themselves  to  such  of  the 
Officers,  as  have  already  acquired  a  familiar 
knowledge  of  the  Dock  and  Warehousing  business, 
and  those,  who  have  yet  to  learn  the  practical 
duties  of  their  respective  offices,  will,  by  atten- 
tion, assiduity,  and  the  assistance  of  their  Brother 
Officers,  readily  obtain  such  information,  as  shall 
qualify  them  not  only  for  an  efficient  performance 
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of  their  several  functions,  but  establish  a  claim 
to  favourable  consideration  for  promotion  upon 
vacancies  occurring. 

To  ensure  the  safe  custody,  and  proper  man- 
agement of  Ships  and  Merchandize  whilst  in  the 
charge  of  the  Dock-Company,  and  afford  every 
possible  facility  in  conducting  the  business  of 
the  Merchant,  and  Ship-owner,  are  the  most 
important  objects  of  the  Establishment.  To 
secure  which,  it  is  indispensably  necessary, 
that  the  principal  Officers  should  apply  them- 
selves, with  a  fixed,  and  zealous  determination, 
to  give  full  effect  to  the  instructions,  and  inten- 
tions of  the  Directors.  Such  an  example  cannot 
fail  to  diffuse  itself  throughout  the  subordinate 
departments,  and  produce  a  spirit  of  emulation, 
advantageous  to  the  interests  of  the  Public,  and 
of  the  Dock-Company. 

The  system  adopted,  is,  in  few  respects,  dif- 
ferent from  that  which  exists  in  other  Dock- 
Establishments  ;  care  has,  however,  been  taken 
so  far  to  assimilate  it  to  the  general  practice 
which  prevails  in  the  Port  of  London,  as  to 
preserve  uniformity  in  the  conduct  of  public 
business.  It  would  be  vain  to  expect  perfec- 
tion, but  experience,  and  a  watchful  attention,  will 
ensure  a  near  approach  to  it.  Whenever  a  devi- 
ation from  the  regulations  in  any  department  is, 
from  pressing  circumstances,  found  unavoidable, 
the    Superintendent   must   be    immediately  con- 
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suited,  who  possesses  a  discretionary  power  to  act 
in  cases  of  emergency;  but,  should  any  altera- 
tions of  a  permanent  character  be  deemed  requi- 
site, they  must,  in  the  first  instance,  be  suggested 
through,  or  by,  the  Superintendent,  to  the  Se- 
cretary, or  direct  to  the  Secretary  if  preferred. 

The  particular  construction  of  the  Wharfs  and 
Warehouses,  has  been  proved  to  afford  advan- 
tages in  the  landing  and  housing  of  merchandise, 
superior  to  those  enjoyed  by  other  Dock-Esta- 
blishments, in  the  Port  of  London.  The  general 
arrangement  affords  such  an  improved  method 
in  the  conduct  of  business,  as  will  be  found  suffi- 
cient for  all  useful  purposes.  The  In-door  Offices 
of  the  Dock-Company,  with  those  of  the  Cus- 
toms, and  Excise,  are  concentrated  in  the  most 
convenient  manner  within  the  Dock-premises; 
which  arrangement  secures  to  the  Merchant, 
Ship-owner,  and  others,  a  direct  and  immediate 
communication,  with  every  branch  of  service 
connected  with  the  St.  Katharine  Docks,  and 
the  means  also  of  transacting:  their  business  with 
unusual  facility  and  despatch. 

In  revising  the  regulations,  care  has  been 
taken  to  avoid  multiplied  checks,  and  tedious  or 
complicated  forms,  which  universally  operate  as 
impediments  to  Commerce ;  at  the  same  time, 
those  safeguards,  which  are  requisite  for  the 
protection  of  the  property  of  the  Merchant,  and 
necessary  for  the  security  of  the  Revenue,  have 
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been  especially  attended  to.  Simplicity,  and 
uniformity  in  practice,  combined  with  a  degree 
of  security  equal  to  any  reasonable  purposes, 
have  from  the  first  governed  the  framing  of  the 
Code  of  Instructions,  which  embraces  all  general 
and  important  points,  while  great  care  must  be 
taken  by  the  Officers,  to  adhere  to  the  regulations. 
The  execution  of  minor  details  is  in  some  degree 
confided  to  the  attention  and  care  of  the  Officers^ 
in  their  respective  departments,  who  are  required 
to  exercise  a  sound  discretion  in  that  respect, 
and,  in  all  cases  of  doubt  or  difficulty,  they 
must  avail  themselves  of  the  advice  of  their  more 
experienced  coadjutors,  or  resort  to  their  Prin- 
cipals for  instruction. 

The  appointment  of  the  respective  Officers 
having  been  made  under  a  conviction  of  their 
qualification,  promotion  in  the  service  of  the  Dock 
Company  will  be  secured  by  good  conduct,  talent, 
punctuality,  and  a  zealous  application  to  business. 

Intelligence  and  industry,  combined  with  obe- 
dience and  civility,  will  be  expected  from  the 
Officers  and  Servants  of  the  Dock  Company. 
Those  holding  subordinate  situations  must  qua- 
lify themselves  to  undertake  the  duties  of  their 
Principals,  in  case  of  their  illness  or  absence.  A 
general  knowledge  of  the  duties  of  the  several 
departments  will  render  the  services  of  each  in- 
dividual of  increased  value :  every  one  is  there- 
fore enjoined  to  make  himself,  in  the  first  instance, 


familiarly  acquainted  with  the  practical  duties  of 
his  own  department, — and  next,  to  acquire  a 
general  knowledge  of  the  leading  points  of  duty, 
applicable  to  the  several  offices.  To  afford  an 
opportunity  of  acquiring  such  information,  the 
principal  Officers  are  furnished  with  a  copy  of 
the  general  Instructions,  which,  however,  are  to 
be  considered  confidential,  and  must  be  produced 
every  quarter  by  the  Officers  respectively  to  the 
Pay-Clerk,  upon  receiving  their  salaries.  To 
such  copy  the  subordinate  Officers  may  upon 
request  to  their  superiors,  have  access,  but  sepa- 
rate parts  of  the  Code  will  be  supplied  to  them 
for  their  guidance  respectively,  which  must  in 
like  manner  be  produced  on  receiving  their 
salaries. 

Those  Officers  who  evince  a  zealous  solicitude 
to  render  themselves  essentially  useful,  should, 
with  a  view  to  succeeding  (as  vacancies  occur)  to 
superior  situations,  make  themselves  acquainted 
with  the  provisions  of  the  St.  Katharine-Dock- 
Acts,  copies  of  which  are  supplied  to  the  Prin- 
cipals of  Departments.  They  should  further 
acquire  a  familiar  knowledge  of  those  Revenue 
Laws  which  govern  the  importation,  landing, 
housing,  removal,  and  shipping  of  merchandize. 
This  information  may  be  obtained  by  reference  to 
the  copies  of  publications  on  the  subject,  lodged 
at  each  of  the  departments. 

To  guard  against  unnecessary  interference,  care 
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has  been  taken  to  keep  the  duties  of  each  of  the  Offi- 
ce.rs  as  distinct  as  possible ;  but,  in  adopting  that 
course,  it  is  not  intended  to  preclude  them  from 
a  confidential  communication  with  each  other, 
whenever  any  doubts  arise,  on  a  point  of  prac- 
tice. It  is  obviously  desirable,  that  a  good  un- 
derstanding should  prevail  amongst  the  Officers 
generally,  and  that  they  should  cordially  coope- 
rate in  all  cases,  and  particularly  w^here  additional 
knowledge,  or  experience,  in  any  particular 
branch  of  the  service,  may  render  advice,  or  as- 
sistance necessary. 

Insubordination,  or  a  want  of  civility,  will  be 
noticed  in  the  most  serious  manner.     Principals 
of  Departments   are  enjoined  to  report,  without 
partiality  or  affection,  all   Officers   or  Servants, 
who  shall  be  guilty  of  disobedience,  or  neglect  of 
duty,  or  who  from  frequent  indisposition  and  ab- 
sence are  considered  incapacitated  ;  at  the  same 
time,  no  harsh  exercise  of  authority  will  be  per- 
mitted ;  on  the   contrary,  it   is   the   wish  of  the 
Directors   that   severity  should   be  avoided,  and 
that  the  subordinate  Officers  should  be  treated 
with  kindness,  whilst  those  who  perform  the  du- 
ties assigned  to  them,   with    zeal,   industry,  and 
attention,  will  receive  every  encouragement,  so  as 
to  produce  a  laudable  ambition,  and  confidence  in 
their  own   abilities,   which   will   render   the  dis- 
charge  of  the  duties  of  their  office,  a  pleasing 
task. 
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Principals  of  Departments  will  understand  dis- 
tinctly that  they  are  held  personally  responsible 
for  a  due  execution  of  the  duties  assigned  to 
subordinate  Officers  and  Servants,  who  at  the 
time  shall  be  under  their  superintendence,  orders, 
or  control  respectively.  Should  those  duties  be 
neglected,  or  the  regulations  disobeyed,  the 
principals  of  such  departments  will  be  required 
to  account  for  the  misconduct,  inattention,  or 
apparent  inefficiency  of  those  under  them,  a 
rule  which  is  considered  indispensable  to  the 
due  maintenance  of  effective  discipline  in  the 
Establishment. 

Fines  and  mulct  of  salary  will  be  imposed  upon 
all  Officers  or  Servants,  who  are  not  punctual  in 
their  attendance,  or  shall  be  guilty  of  disobedience 
of  the  rules,  orders,  regulations,  and  instructions. 
The  amount  will  be  carried  to  the  accumulating 
fund,  for  the  purposes  stated. 

Habitual  irregularity  will  be  punished,  in  the 
first  instance  by  suspension,  and  next  by  a  discon- 
tinuance of  the  services  of  the  party. 

It  is  the  earnest  wish  of  the  Directors,  when- 
ever persons,  who  have  any  business  to  transact 
in  the  Docks,  consider  themselves  aggrieved,  or 
see  reason  to  think  that  inconvenient  restraints,  or 
unnecessary  impediments  exist,  or  that  the  mode 
of  conducting  the  business  is  capable  of  improve- 
ment, that  they  be  invited  by  the  Officers  to  make 
a    representation    to    the    Superintendent,   or,    if 
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deemed  more  expedient,  to  the  Secretary,  who 
will  immediately  inquire  into  the  subject,  and 
apply  such  remedy  as  the  circumstances  of  the 
case  will  permit. 

No  OfKcer,  Clerk,  or  permanent  Servant  of  the 
Company  will  be  appointed  under  the  age  of  21 
or  above  the  ao^e  of  35.  The  nomination  of 
Apprentices  and  lad  messengers  is  limited  to 
Youths  of  not  less  than  14  years  of  age  and  not 
being  above  the  age  of  16. 

The  Superintendent  will  be  always  ready  to  at- 
tend to  complaints,  and  prepared  to  afford  redress 
and  render  every  practicable  facility  in  the  con- 
duct of  the  business  within  the  Docks. 

St.  Katharine  Dock-Office, 
1st  September,   1842. 


ST.    KATIJAEINE    DOCKS. 


IN-DOOR    DEPARTMENT. 


SECRETARY  .S      OFFICE. 


The  Secretary  is  the  chief,  and  confidential 
Officer  of  the  Dock-Company.  He  is  appointed 
by  the  Court  of  Directors,  and  attends  the  meet- 
ings of  the  Courts  and  Committees,  and  takes 
the  minutes  of  their  proceedings.  The  practical 
Dock  business  is  under  his  immediate  manao'e- 
ment,  supervision,  and  control.  He  counter- 
signs all  orders  for  payment  of  money  and  certi- 
ficates of  transfer  of  stock,  and  attests  documents 
to  which  the  Corporate  Seal  is  affixed,  the  latter 
is  secured  in  a  box  and  locked,  access  to  which 
can  only  be  had  by  the  authority  of  the  Court, 
and  joint  sanction  of  the  Chairman  and  Deputy 
Chairman,  who  are  each  possessed  of  separate 
keys. 

The   Secretary  has  power  to   suspend  any  of 
the  Officers,    Clerks,    and   Apprentices,    and    to 
dismiss  Servants  or  Labourers  in  the  service  of  the 
Dock-Company. 

B 


Strict  obedience  must  be  paid  by  all  tlie  Offi- 
cers, Clerks,  Apprentices,  Servants,  Labourers, 
and  others,  to  his  directions,  and  instructions. 
Whenever  representations  shall  be  made  by  the 
Principals  of  Departments,  to  the  Secretary,  of 
the  misconduct  of  any  persons  in  the  service  of 
the  Customs  or  Excise,  or  of  a  want  of  attention, 
punctuality,  or  efficiency  of  the  Revenue-Officers, 
the  circumstances  will  undergo  investigation. 

The  usual  hours  of  business,  in  the  Secretary's 
Office,  are  from  nine  o'clock  in  the  morning, 
until  half-past  four  o'clock  in  the  afternoon,  but 
the  attendance  of  the  Clerks  and  others  belong- 
ing to  that  department  will  be  regulated,  gene- 
rally, by  the  exigency  of  the  service.  The  Chief 
Clerk,  in  this  Office,  is  likewise  the  Comptroller 
of  Rates  and  Charges,  and  during  the  unavoid- 
able absence  of  the  Secretary,  is  to  be  referred 
to,  and,  should  any  business  require  special 
directions,  his  instructions,  in  such  cases,  are  to 
be  followed. 

A  Court  of  Directors,  five  being  a  quorum, 
is  held  every  fortnight,  on  Tuesdays,  at  iialf- 
past  one  o'clock,  and  at  other  periods  whenever 
required. 

The  Minutes  of  the  proceedings  of  the  previous 
meetinof  are  read  for  the  information  of  such 
of  the  Directors  then  present  who  were  absent 
at  such  meeting,  but  no  confirmation  of  the 
Minutes  is  required. 


The  chief  supervision  of  the  current  business 
of  the  Docks,  is  with  the  Dock-Committee,  of 
which  the  Chairman  and  Deputy- Chairman  for 
the  time  being-  are  members,  (three  Directors 
being  a  quorum,)  to  whom  all  matters  relating  to 
internal  management,  rates,  charges,  recommend- 
ing accounts  for  payment,  Establishment,  Build- 
ings, stores,  &c.  &c.  and  requiring  special  direc- 
tions are  referred, — the  Committee  will  audit 
the  weekly  accounts,  and  any  two  Directors, 
members  thereof,  may  sign  drafts  for  payment  of 
wages,  and  such  Committee  is  empowered  to 
recommend  to  the  Finance-Committee  to  sign 
drafts  intermediately  for  payment  of  other  current 
or  immediate  demands.  The  Dock  Committee 
meet  every  Thursday,  at  half-past  one  o'clock ; 
and  at  other  periods  whenever  the  service  ren- 
ders it  necessary. 

The  Finance-Committee  Yj'xW  meet  on  the  regular 
Court-days,  immediately  after  the  business  of  the 
Court  has  been  disposed  of:  three  of  the  Directors 
to  be  a  quorum,  with  power  for  any  two  members 
thereof  to  sign  checks  upon  the  Bankers,  for 
Amounts  which  shall  have  been  recommended  for 
payment  by  tlie  Dock  Committee  with  a  view  to 
dispatch  of  business, — or  ordered  by  the  Court. 

Checks  upon  the  Bankers,  or  Dividend  War- 
rants, must  be  signed  by  two  of  the  Directors, 
and  countersigned  by  the  Secretary. 

Applications  for  the  payment  of  accounts  must 


be  made  in  the  Secretary's  Office,  where  the 
demands  upon  the  Dock-Company  will  be 
adjusted. 

The  following  books  and  records  are  to  be  kept 
in  this  office:  — 

A  Court  Mbiiite-Book  in  which  must  be  entered 
all  Proceedings  of  the  Court  of  Directors,  relative 
to  the  execution  of  the  Act,  according  to  the 
158th  section  of  the  Dock-Act,  6  Geo.  IV.  c. 
105;  such  Entries,  to  be  signed  by  the  Chair- 
man for  the  time  being  of  the  respective  meet- 
ings. 

Minute- Books,  in  which  shall  be  entered  the 
proceedings  of  the  Committees. 

A  Stock-Ledger,  according  to  the  1.3th  section 
of   the   Dock-Act,    with    alphabetical    index,    to 
contain  the  names  of  the  Proprietors  of  Stock, 
their  residences,   and  the  amount  of  such  stock 
respectively.     Upon    a    transfer  of  any   part   of 
such   stock   being  completed,  not  being   less  in 
any  case  than  £100,   the  amount  transferred   is 
to  be  posted   to   the   debit  of   the  party,  in  the 
Stock-Ledger,    and    the    folio    of   the  Transfer- 
Book,  noted  therein.     Should  the  whole  be  trans- 
ferred,   a  line  will  be  drawn   across,    at  the  foot 
of  the  account,  and  the  names  of  the  transferers 
expunged  in  like  manner  from  the  Index.     If  the 
party  in  whose  favour  such  transfer  shall  be  made, 
is  a  Proprietor,   the  amount  of  stock  transferred 
will  be  posted  to  his  credit,  but  in  other   cases, 


a  new  account  will  be  opened,  and  the  name 
inserted  in  the  alphabetical  Index.  If  the  transfer 
is  effected  by  Power  of  Attorney,  that  document 
must  be  lodged  with  the  Dock-Company,  and 
noted  in  the  Ledger  accordingly. 

A  Stock-Transfei'-Book,  according  to  the  form 
prescribed,  in  which  transfers  are  to  be  regu- 
larly entered,  and  fully  executed,  in  the  manner 
directed  by  the  11th  section  of  the  Dock-Act, 
prior  to  posting  the  stock  transferred,  into  the 
Stock-Ledger. 

A  Dividend-Book, — made  out  half-yearly.  The 
Dividend-Warrants  to  be  prepared  in  the  form 
prescribed,  and  containing  a  stamped  receipt, 
to  be  signed  by  the  parties  receiving  such  War- 
rants, and  witnessed  at  the  time  by  the  Pay-Clerk. 
The  Warrants  for  payment  will  be  issued  to  the 
Proprietors,  or  to  parties  authorized  to  receive 
their  dividends,  at  the  periods  fixed  upon  by  the 
proprietors  at  their  periodical  meetings. 

Whenever  succeeding  Dividend-Warrants  are 
made  out  in  the  names  of  the  same  parties,  and 
they  being  entitled  thereto,  those  which  have  not 
been  taken  up,  must  be  attached. 

An  Alphabetical  List  of  the  Proprietors,  with 
residences  and  amount  of  stock  held  by  each, 
shewing  the  number  of  votes  they  are  entitled  to, 
for  the  information  of  the  Secretary. 

A  Book,  in  which,  according  to  tlic  27tli  and 
28th  Sections    of  the  Dock-Act,  cntrv  shall  be 
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niadi'  of  the  inemorials  of  assignment,  or  of 
transfer,  of  monies  lent  to  the  Dock-Company 
under  the  provisions  of  the  said  Act,  whether 
by  debentures  or  otherwise. 

A  C/iccIi-Book,  in  which,  in  a  marginal  note, 
must  be  entered,  the  amount  of  checks  drawn, 
numbered  consecutively, — the  date  on  whicli 
the  payment  was  ordered, — when  made, — tlie 
name  of  the  party  to  whom  payment  is  made, 
and  for  what.  All  vouchers  and  receipts  arc 
to  bear  coi'responding  numbers  with  the  re- 
spective checks,  and  those  not  included  in  the 
schedules  of  the  Accountant,  must  be  annexed  to 
the  accounts  or  bills,  and,  when  complete,  trans- 
mitted to  him  every  Monday  morning,  v\'ith  a  list 
thereof  prepared  and  signed  by  the  Pay-Clerk. 

A  Cash-Book,  in  which  are  to  be  entered,  pay- 
ments for  casual  disbursements,  stamps,  and 
fees  upon  transfer  of  Stock,  and  for  siuns  to  be 
advanced  to  the  Principals  in  the  out-door 
Departments,  for  provisional  payments,  on  ac- 
count of  wages  to  labourers. 

An  Establishment-book  must  be  kept,  to  con- 
tain the  names  of  the  Officers  and  Clerks  upon 
the  Establishment,  the  amount  of  their  salaries, 
dates  of  appointment,  fines,  promotion,  suspen- 
sion, reinstatement,  dismissal,  resignation,  &c. 
respectively.  In  this  book  will  be  entered  all 
circumstances  respecting  the  conduct  of  the  Ofli- 
cers  deserving  notice,  and  which  may,  from  time 


to  time,  come  to  the  knowledge  of  the  Secretary. 
Every  charge  of  misconduct  of  Officers,  Sec, 
will  be  investigated  by  the  Secretary,  and  the 
result  of  the  investigation  and  decision  of  the 
Directors  recorded. 

A  Black  Book,  in  which  the  dismissal  of  Offi- 
cers and  Servants  is  to  be  recorded,  stating  the 
cause  and  date  of  such  dismissal. 

A  Book,  in  which  will  be  recorded  the  ab- 
sences and  late  attendances  of  the  Officers, 
Clerks,  Apprentices,  and  others  in  the  Service, 
with  the  causes  thereof. 

A  Letter-Book,  in  whicli  copies  of  correspon- 
dence are  entered. 

A  General  Instruction-Book,  with  index,  in 
which  will  be  entered  extracts,  from  so  much 
of  the  Minutes  of  the  Court  or  Committees, — 
or  of  the  Orders  of  Secretary,  as  relate  to  regu- 
lations, directions,  or  instructions  to  the  Officers, 
or  appointments,  promotions,  suspensions,  dis- 
missals, &c. 

Arrival  Manuscript  Book,  containing  the  names 
of  vessels  expected  from  foreign  parts,  and  the 
dates  when  orders  or  communications  have  been 
5ent  to  Gravesend,  or  elsewhere,  for  them  to 
discharge  in  the  St.  Katharine  Docks.  In  this 
book  is  likewise  noted,  for  the  information  of  the 
Secretary,  the  applications  to  ship-owners,  dates 
of  arrival,  &c. 

A  Hrgistcr-iiook   of    Sliips   and   Toimage  re- 
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ported  at  the  Custom-House  from  foreign  parts, 
containing  the  names  of  the  Brokers  inwards. 

A  Register-Book  of  Shippers  in  the  East  Indies 
and  China,  containing  also  the  names  of  parties 
to  whom  their  goods  are  generally  consigned  in 
London. 

Ships'  Ledger,  containing  the  names  of  ships 
cleared  outwards  for  foreign  parts,  and  of  the 
Brokers. 

A  Book,  containing  the  number  of  Ships  and 
of  their  Tonnage  reported  daily  at  the  Custom- 
House  for  each  of  the  Docks  in  the  Port. 

Towing-Book,  containing  the  names  of  Ships 
towed  up  from  Gravesend  at  the  expense  of  the 
Company,  and  shewing  the  names  of  the  com- 
panies to  whom  the  tugs  belong,  also  of  orders 
given  for  towage  down  to  Blackwall  for  vessels 
entitled  to  such  assistance. 

List  of  the  Dock-Company's  Agents  in  the 
Outports,  in  which  will  be  entered  the  names  of 
vessels  ordered  into  these  Docks  through  their 
influence  respectively,  and  the  amount  yearly  of 
agency  paid  to  each  Agent. 

Register  Book  of  applications  made  by  persons 
for  situations  in  the  Service,  and  for  Extra  Tickets 
to  procure  employment  as  Labourers. 

Register  of  Fire-Cards  issued  to  the  Officers 
and  Servants  upon  the  Permanent  Establish- 
ment. 

A  Book,  containing  the  names  of  the  Foremen, 
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Labourers,  Permanent  and  Extra,  their  residences 
and  dates  of  appointment,  promotion,  suspension, 
reinstatement,  or  dismissal. 

Abstract  of  Wages  Book,  containing  the 
amount  drawn  for  on  account,  at  each  depart- 
ment, daring  the  past  week,  and  the  balance 
required,  specifying  the  apportionment  in  gold, 
silver,  and  copper. 

Wages  Memorandum  Book,  shewing  the  total 
of  weekly  wages  for  the  Permanent  and  Extra 
Labourers. 

A  Portfolio,  in  which  are  pasted  the  forms 
of  all  documents  in  use. 

The  Secretary  has  authority  to  grant  leave  of 
absence  to  the  Officers,  Clerks,  or  Servants  of  the 
Company,  and  Principals  of  Departments  are 
empowered,  under  particular  or  pressing  circum- 
stances, to  grant  such  leave  to  any  of  the  Clerks 
in  their  respective  offices,  for  a  period  not  exceed- 
ing one  day,  an  entry  of  each  permission,  and  of 
the  reasons  thereof,  to  be  made  by  the  Principal, 
and  recorded  in  the  daily  report  by  the  Super- 
intendent, and  in  the  Appearance-Books,  which 
latter  are  to  be  produced  in  the  Secretary's  Office 
every  Monday  morning,  before  noon. 

An  account  of  salaries  is  prepared,  in  this 
Office,  previous  to  each  quarter-day,  (being 
the  last  days  of  the  months  of  March,  June, 
September,  and  December  in  each  year ;)  and 
is    laid    by    the     Secretary     before    the     Dock- 
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Committee,  to  obtain  tlie  necessary  order  for 
payment.  The  names  of  absentees,  the  pe- 
riods, and  causes  of  absence,  and  tlie  amount 
of  fines,  must  be  reg'ularly  posted  from  the 
Appearance-Books  kept  by  the  Heads  of  Depart- 
ments, which  "svill  be  transmitted  to  this  Office, 
as  before  stated,  every  Monday  at  twelve  o'clock 
at  noon,  for  that  purpose.  A  separate  account 
must  be  kept,  of  the  deductions  to  be  made  in 
the  salary  of  the  Officers,  &c.  for  absence, — 
of  the  amount  of  fines, — and  how  incurred,  dis- 
tinouishino-  the  one  from  the  other,  which 
amounts  will  be  deducted,  unless  satisfactory  cause 
of  absence,  such  as  illness,  &c.  shall  be  adduced, 
and  allowed  by  the  Secretary.  In  case  of 
absence  without  sufficient  cause,  the  Officer  may 
be  suspended  by  the  Secretary,  and  the  facts 
reported  to  the  Dock  Committee.  The  amount  of 
mulct  and  fines,  will  be  carried  to  the  Super- 
annuation-Fund. 

The  Officers  and  Clerks,  applying  for  the 
amount  of  their  salaries  are  classed  in  two  divi- 
sions, as  follows,  according  to  their  initials, — 
from  letter  A  to  K  the  day  after  each  quarter- 
day,  and  from  L  to  Z  on  the  following  day, 
and  they  must  produce  to  the  Pay-Clerk  their 
copy  of  Instructions  at  the  time  of  payment. 
Unless  this  is  complied  with,  the  salary  will  be 
withheld,  and  the  facts  reported  to  the  Secretary. 
The  Messengers  in  the  Dock-House  will  apply 
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to  the  Pay-Clerk  for  their  wages,  every  Thursday 
afternoon  at  half-past  four  o'clock.  A  Pay-Book 
kept  in  this  Office  of  the  weekly  wages  due  to 
the  Messengers  and  Servants  in  the  Dock-House, 
and  likewise  to  Extra  Clerks,  Apprentices,  Lad 
Messengers,  &c.,  is  made  up  on  the  Wednesday 
afternoon,  at  four  o'clock,  and  must  be  forwarded, 
the  first  thing  on  Thursday  morning,  to  the  Ex- 
aminers, who  will  return  the  same  by  half-past 
ten  o'clock  at  latest. 

The  accounts  for  weekly  wages,  will  be  paid  on 
Thursday  afternoon  in  each  week  ;  such  week 
commences  on  every  Thursday  morning,  and 
ends  on  the  Wednesday  afternoon  following. 

Warehouse-Keepers,  Vault-Keepers,  or  other 
Heads  of  Departments,  requiring  advances,  on 
account  of  casual  pay  to  extra  labourers,  must 
make  application  to  this  office  in  writing,  specify- 
ing the  amount  required,  and  send  up  their  cash- 
boxes,  whicii  will  be  returned  with  the  money 
enclosed. 

A  book  will  be  kept,  wherein  an  account  must 
be  opened  with  each  of  the  Warehouse-Keepers, 
Vault-Keepers,  and  other  Principals  of  Depart- 
ments for  labourers'  wages,  in  which  they  will  be 
debited  respectively  with  the  sums  drawn  on 
account,  and  also  with  those  paid  to  them  at  the 
close  of  the  week, — and  credited  by  tlie  amount 
of  the  weekly  pay-book. 

The  Principal  of  each  Department  is  to  trans- 
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mit,  with  his  cash-box,  to  the  Secretary's  office 
every  Wednesday  afternoon,  an  estimate  of  the 
sum  required  for  the  payment  of  the  weekly  wages 
in  their  departments  respectively,  made  up  to  four 
o'clock  on  that  day,  and  on  the  following  morning 
he  will  forward  his  weekly  pay-book  to  the  Exa- 
aminers ;  who,  after  examining  the  same,  and 
having  submitted  it  to  the  inspection  of  the  Super- 
intendent, will  return  such  book  to  the  depart- 
ment, from  whence  a  certificate  will  be  transmitted 
to  the  Secretary,  according  to  the  form  pre- 
scribed, setting  forth  the  amount  of  wages  in- 
curred ;  according  to  which  certificate  the  Prin- 
cipal of  each  Department  will  be  credited  with 
the  amount  of  the  wages  respectively,  as  their 
discharge.  The  certificate  will  afterwards  be 
forwarded  to  the  Accountant. 

Applications  for  sums  drawn  by  Principals  of 
Departments  for  casual  pay  will  be  filed  in  this 
office,  and  the  amount  of  the  balance  according 
to  the  pay-book  will  be  enclosed  in  the  cash-box, 
and  sent  to  the  department  on  the  Thursday  after- 
noon, as  early  as  practicable. 

All  tradesmen's  accounts  are  to  be  made  up 
half-yearly,  to  the  first  of  June,  and  first  of  De- 
cember in  each  year,  and  transmitted,  in  the  first 
instance,  to  this  office  ; — from  whence  they  will 
be  sent  to  the  Store-Keeper,  and  when  examined 
and  certified  by  him  they  will  be  minuted,  and 
submitted  by  the  Secretary   for  the  sanction  of 
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the  Dock  Comniittee ;  and  after  payment  has 
been  ordered,  checks  will  be  prepared  in  the 
manner  already  pointed  out.  All  such  accounts 
will  be  paid  in  the  months  of  August  and  February 
immediately  succeeding,  or  so  soon  after  as  shall 
be  most  convenient. 

The  particulars  of  monies,  which,  from  time  to 
time,  may  be  ordered  for  payment,  by  the  Dock 
Committee  and  the  Court,  will  be  entered  in 
the  minute-books,  checks  filled  up,  and  signed. 
After  which  the  checks  will  remain  in  the  Secre- 
tary's office  until  culled  for,  when  delivery  will 
take  place  to  the  party,  upon  his  lodging  a 
receipt. 

Accounts  which  have  been  paid  must  be  trans- 
mitted, as  before  referred  to,  by  the  Pay-Clerk, 
to  the  Accountant  daily,  and  those  paid  to  trades- 
men, included  in  the  half-yearly  account,  will  be 
accompanied  with  a  list  thereof. 

All  claims  for  deficiencies  upon  goods,  or  for 
overcharges,,  or  returns  of  deposit  for  freight,  must 
be  made  to  the  Secretary,  who  will  cause  the  cir- 
cumstances to  be  immediately  investigated,  and 
give  orders  thereupon  accordingly;  or,  if  the 
cases  appear  to  him  to  require  it,  he  will  take  the 
special  directions  of  the  Dock-Committee. 

Applications,  with  respect  to  lost  Warrants, 
are  to  be  made  in  this  Ofiice.  The  lost  Warrant 
must  be  advertised  by  the  party  in  such  news- 
paper as  the  Dock-Company  may  direct,  and  a 
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bond  of  indemnity  or  letter  of  guarantee,  if  re- 
quired, be  executed  by  such  party.  No  dupli- 
cates of  sucli  Warrants  are  to  be  issued,  after 
the  sanction  of  the  Secretar}'-  to  the  delivery  has 
been  obtained,  but  the  delivery  of  goods  to  which 
lost  Warrants  relate  must  take  place  on  a  written 
order  from  the  proprietor  for  that  purpose.  For 
the  convenience  of  parties  in  case  delay  should 
be  injurious,  they  may  obtain  possession  of  the 
goods,  upon  making  a  deposit  equal  to  the  value 
thereof  until  such  bond  of  indemnity  or  guarantee 
as  shall  have  been  ordered,  has  been  executed, 
upon  which  the  amount  deposited  will  be  returned. 
An  account  must  likewise  be  kept,  of  the  sums 
•which  the  Directors,  under  the  regulations  of  the 
16th  Bye-Law,  shall  direct  to  be  carried,  from 
time  to  time,  towards  the  accumulating  Superan- 
nuation-Fund. To  this  Fund  the  Officers  or  Ser- 
vants of  the  Establishment  have  no  legal  claim, 
nor  any  inherent  interest  therein ;  but  if  they  have 
entered  the  service  under  the  age  of  thirty-five, 
and  shall  have  faithfully  served  the  Dock-Com- 
pany, and  have  continued  in  their  service  until 
they  have  attained  the  age  of  sixty-five,  (being 
then  no  longer  efficient) ;  or  if  they  shall  be  in- 
capacitated at  any  time  previously,  by  accident, 
or  from  other  unavoidable  causes  connected 
with  the  service  of  the  Company,  or  be  de- 
sirous of  retiring  from  such  service,  when- 
ever  they   have  attained   the   age  of  sixty-jive, 
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the  Court  will  take  the  circumstances  of  each 
case,  with  the  previous  conduct,  and  merits 
of  the  parties,  into  consideration.  If  the  par- 
ticular circumstances  shall  appear  to  the  Direc- 
tors to  entitle  the  party  to  a  favourable  conside- 
ration, a  superannuation  annual  allowance,  du- 
ring the  remainder  of  his  life,  will  be  granted, 
but  subject  nevertheless  to  pleasure;  the  amount 
thereof  to  be  entirely  in  the  discretion  of  the 
Directors.  As  the  Directors  have  found  it  neces- 
sary at  the  opening  of  the  Docks,  on  account  of 
the  degree  of  experience  required  in  particu- 
lar departments,  to  appoint  Officers  at  an  age 
beyond  that  which  has  been  determined  upon 
as  the  rule  to  govern  appointments  generally, 
those  cases,  unless  otherwise  provided  for,  are 
specially  reserved  for  consideration. 

The  Officers  and  Clerks  must  be  civil  and 
attentive,  and  are  required  to  exert  themselves 
in  every  possible  manner,  to  promote  the  interests 
of  the  Dock-Company ;  and  it  is  recommended 
to  them,  and  other  of  the  Servants  of  the  Com- 
pany, to  reside  as  near  to  the  Docks  as  may  be 
convenient,  while  it  is  imperative  upon  those 
who  belong  to  the  Police  Establishment,  that 
they  shall  reside  within  a  short  distance,  so  as  to 
be  within  call.  Testimonials  of  character  to 
parties  employed  in  the  Company's  service  are 
to  be  granted  by  no  other  person  but  the  Secre- 
tary. 
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Three  Messengers  are  attached  to  this  Office, 
one  of  whom  must  reside  in  the  Dock-House. 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  premises  of  the 
St.  Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock-Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dis- 
missal ;  and  a  Notice,  of  which  the  following  is 
a  copy,  will  be  delivered  to  each  of  them. 

TAKE   NOTICE 

That  no  Officer  or  Servant  of  the  St.  Katharine 
Dock  Company  is  permitted  to  keep  or  to  be 
interested  in  a  Tavern,  Public-house,  Tap,  Beer 
or  Spirit-shop.  That  he  is  not  allowed  to  be- 
come surety  for  any  Officer  of  the  Revenue,  nor 
is  he  permitted  to  enter  into  pecuniary  engage- 
ments with  any  such  Officer.  No  strangers  except 
upon  business  are  to  be  admitted  into  the 
Buildins's  without  cards  of  admission. 


INSTRUCTIONS 


TO 


THE     ACCOUNTANT. 


The  Accountant's  Department  is  under  the  im- 
mediate control  of  the  Secretary,  and  is  attached 
to  his  Office. 

The  hours  of  attendance  in  the  Office  are  from 
nine  o'clock  in  the  morning  until  a  quarter  past 
four  throughout  the  year;  subject  to  additional 
attendance  when  the  demands  of  the  service  so 
require. 

A  Chief  Clerk,  who  is  likewise  Registrar  of  the 
stock  of  goods,  and  a  Junior  Clerk,  or  Appren- 
tice, constitute  the  establishment  of  this  Office, 
they  must  sign  the  Appearance  Book  kept  therein 
before  the  hour  of  nine  in  the  morning  through- 
out the  year ;  the  Book  is  to  be  verified  daily  by 
the  initials  of  the  Accountant  and  transmitted  for 
examination  to  the  Secretary's  Office  previously 
to  noon  every  Monday. 

The  immediate  purposes  of  this  Office  are  to 
secure  a  correct  record  of  each  source  of  Revenue 
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and  Expenditure  under  distinct  heads,  so  as  to 
afford  immediate  information  when  required  on 
any  point  connected  with  matters  of  finance  or 
stock  of  goods,  to  check  the  accuracy  of  receipts 
and  expenditure  by  the  various  vouchers  and  do- 
cuments originating  in  the  several  Departments, 
and  likewise  to  keep  accounts  of  the  quantities  of 
goods  landed,  delivered,  and  in  stock,  according 
to  tlie  classification  and  arrangement  adopted. 

Simplicity  is  to  be  observed  in  the  mode  of 
keeping  the  accounts,  which  are  to  be  kept  by 
double  entry  ;  and  the  Accountant  will  direct  his 
attention  to  the  classification  and  systematic 
arrangement  of  the  business  in  his  Department. 
The  number  of  accounts  to  be  opened  in  the 
Ledger  will  be  limited  to  such  as  are  absolutely 
necessary. 

The  following  is  a  list  of  Books  kept  in  this 
Department,  and  the  purposes  to  which  they  are 
applicable. 
Cash-Book. 
Journal. 
Ledger. 

Figure  Cash-Book,  being  an  abstract  of  the  Cash- 
Book  to  facilitate  the  posting  of  the  Journal. 
Abstract  of  Collector's  Cash-Book,  containing 
daily  receipts  and  amount  carried  to  the  credit 
of  the  respective  accounts  and  sums  paid  in 
daily  to  the  Bankers. 
Deposit   for   Freight  and   Indigo  Samples  Book, 
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containing  all  amounts  deposited  for  freight 
and  indigo  samples,  and  dates  when  returned 
to  the  merchants. 

General  Statement-Book,  containing  copies  of  all 
comparative  statements  and  accounts  furnished 
to  the  Court  of  Directors  or  to  the  Secretary. 

Tradesmen  and  Lighterage  Account-Book,  being 
a  list  and  totals  of  the  respective  amounts. 

Deposit  Credit-Book ;  in  which  are  entered  all 
returns  credited  to  the  different  parties  who 
have  Deposit  Accounts. 

Deposit  Balance-Book  ;  by  which  the  balances 
of  the  Deposit  Ledgers  are  checked. 

Cash  Daily  Balance-Book ;  with  which  the  ban- 
ker's Pass-Book  is  daily  checked. 

Cash  Return-Book,  for  registering  the  Returns 
for  freight,  overcharges,  &c. ;  and  in  which  a 
reference  by  number  to  the  transaction  in  the 
Cargo-Ledger  is  contained. 

Daily  Receipts  for  Cutler-Street,  for  the  purpose 
of  shewing  the  amount  of  rates,  &c.  accrued 
quarterly  at  Cutler-Street. 

Account-Current  Books  for  Steam-Packet  Wharf ; 
for  freights,  rates,  and  charges  collected  at 
the  Wharf,  distinguishing  those  on  goods  from 
those  on  passengers. 

Contract- Book,  for  sugar  scrapings,  sweepings, 
&c. 

Figure  General  and  Comparative  Statement-Book, 
containing  thequarterly,  half  yearly,  and  annual 
receipts  and  expenditure  from   the  period   of 


20 

the  Dock  opening,  with  the  amount  per  cent, 
of  earnings  on  the  capital  stock  calculated  at 
each  quarter. 

Ship's  Rotation-Book. 

Daily  Tonnage-Book,  of  quantity  of  goods  weighed 
and  delivered,  and  total  stock  on  hand. 

Manifest-Book  for  Ships,  containing  a  copy  of 
the  Manifests  and  the  daily  landings  and 
weighings  of  each  article  by  each  ship. 

Manifest-Book  for  Craft,  containing  a  copy  of 
the  Manifests  and  the  daily  landings  and 
weighings  of  each  article  by  each  ship. 

Manifest-Book  for  Tea,  containing  a  copy  of  the 
Manifests  and  the  daily  landings  and  weigh- 
ings of  Tea  by  each  ship. 

Tonnage-Book,  containing  monthly,  quarterly,  half 
yearly,  and  annual  record  of  all  goods  landed, 
delivered,  and  in  stock. 

Three  Stock-Ledgers,  containing  the  quantity  of 
goods  landed,  delivered,  and  in  stock,  at  each 
Department,  specifying  the  different  descrip- 
tions of  Produce,  classified  according  to  the 
printed  forms  of  Stock  Accounts. 

Stock-Book  for  Sundries,  containing  particulars  in 
detail  of  Goods  not  specifically  described  in  the 
printed  Stock  Account. 

Minute-Book,  containing  copy  of  General  Instruc- 
tions issued  from  time  to  time  by  the  Secretary. 

Ship's  Rotation  Register-Book ;  in  which  are 
entered  the  different  Goods  which  are  kept 
distinct  in  the  Stock-Ledger. 


Rummao;e  Sale-Book,  containing   particulars   of 
nett  proceeds  of  Goods  sold  at  Rummage  sales, 
together  with  all  charges  due  thereupon  to  the 
Company. 
Tea-Book,  forwarded  weekly  to  Cutler-Street  for 
insertion  of  the  quantity  of  Tea  housed,  deli- 
vered, and  in  stock. 
Cinnamon-Book,    containing   the  landings,  deli- 
veries, and  stock  of  certain  descriptions  therein 
named,  for  the  special  information  of  the  trade. 
The   Accountant  will   prepare,    quarterly,  for 
the  information  of  the  Board,  general,   and  com- 
parative financial  statements  of  the  affairs  of  the 
Dock-Company,  and   also  of  the  Goods  landed. 
All  Schedules  of  Charo;es,  made  out  at  the  various 
departments,    are    lodged    in    the   Accountant's 
Office   after   their    examination    has   been   com- 
pleted. 

The  Journal  is  kept  by  the  Chief  Clerk,  and 
the  Ledger  is  kept  by  the  Accountant  in  his  own 
handwriting ;  the  General  Accounts  opened  there- 
in exhibit  the  sources  of  income  and  amount  of 
receipt  and  of  expenditure,  and  are  classed  under 
the  following  heads  :  — 

No.  1. — St.  Katharine-Dock  Stock. 


No.  2. — Receipts  on  Merchandize,  viz. 
Prime,  or  Landing  Rates. — These  comprise  all 
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charges  upon  Merchandize,  for  landing,  and 
such  as  are  immediately  contingent  thereon, 
including  the  expense  of  housing. 

Extra  Rates,  and  Rent,  to  comprise  all  charges 
incurred  upon  goods,  not  included  in  the 
prime,  landing,  or  housing  rates ;  and  also 
for  fees  upon  new  warrants  and  second  sam- 
ples, of  rent,  and  of  all  charges  incurred 
on  Merchandize,  not  contingent  upon  the 
landing,  and  housing,  including  delivery ;  and 
proceeds  of  Quay  and  Ship  sweepings. 

E.vport  Charges,  on  Goods  brought  into  the 
Docks,  and  shipped  coastwise,  or  for  exporta- 
tion. 

No.  3. — Receipts  on  Shipping. 

Prime  Tonnage-rates,  comprising  the  amount  of 
Tonnage-rate,  as  per  Table  of  Rates. 

Extra  Rates  and  Charges  on  Ships,  comprising 
rent  incurred  beyond  the  prime  rates,  and 
charges  for  labour  in  discharging,  or  loading, 
use  of  machinery,  cooperage,  transporting, 
water,  &c.  &c. 

No.  4.-  RECEIPTS. 
On  Account  of  Rental,  Interest,  S^c. 
Being  for  Rent  on  Premises   let  by  the  Dock- 
Company,    Interest   on    funded    property,    or 
derived  from  provisional  investment. 
Sales  of  produce  for  arrears  of  rates,  &c. 
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The  amounts  included  in  the  above  heads  of 
Receipt  must  be  entered  from  an  abstract  of  the 
Collector's  Cash-Book,  made  up  from  the  Sche- 
dules of  sums  actually  carried  to  the  debit  of 
Deposit-Accounts  for  Rates  on  Goods,  and  on 
Vessels,  and  from  such  amounts  as  shall  from 
time  to  time  be  paid  in  to  the  account  of  the 
Treasurer  with  the  Bankers,  to  the  credit  of  the 
Dock-Company. 

The  several  amounts  will  be  carried  to  the 
credit  of  the  General  Revenue-Account  annually. 

No.  5.— EXPENDITURE. 

The  Heads  of  Expenditure  are  classed  as  follows:  — 

Lands  and  Buildings. 

Salaries  to  Directors,   Officers,  and  Clerks. 

Wages  to  Labourers,  Servants,  and  Messengers. 

Loan  Account. 

Interest-Account,  for  Interest  on  Debentures 
and  temporary  Loans. 

Dividends. 

Stores. 

Rates  and  Taxes. 

Donations  and  Gratuities. 

Accumulating  Fund,  for  Superannuation  allow- 
ances to  Officers,  &c. 

Repairs. 

Insurance  against  Fire. 

Losses. 

Law  Expenses. 

Incidental  Charges. 
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The  several  amounts  of  the  foregoing  items, 
will  be  respectively  carried  to  the  debit  of  the 
General  Revenue-Account,  annually,  ending  the 
31st  of  December  in  each  year;  at  which  pe- 
riod the  accounts  are  to  be  finally  made  up,  w^hen 
the  balance  will  shew  the  amount  available  for 
Dividend  at  the  time. 

Such  Annual  Account  is  to  be  prepared  as  early 
as  practicable  in  January  in  each  year,  for  the 
inspection  and  information  of  the  Proprietors, 
according  to  the  16th  Section  of  the  Dock  Act, 
shewing  the  total  Receipts  and  Disbursements 
for  the  preceding  year,  and  to  a  copy  of  which 
the  Accountant  will  permit  each  Proprietor,  de- 
siring the  same,  to  have  access  during  the 
hours  of  business  in  his  Office,  and  give  any 
information  or  explanation  required. 

In  addition  to  the  forea:oini>'  accounts,  the 
following  subsidiary  money  accounts  must  be 
opened : — 

General  Cash  Account  with  the  Bankers. 
Dividend  Cash  Account  with  ditto. 
Secretary's  Petty  Cash  Account,  for  Wages,  and 

Petty  Cash,  and  Fees  received  upon  Transfer 

of  Stock. 
Deposit  Account,  to  be  debited  with  tlie  amounts 

deposited  on  account  of  Rates,  and  Charges, 

and  credited  per  contra  with  the   total   of  the 

sums  carried  to  the  debit  of  the  depositors. 
Deposit  Account,  Second  Head,  for  Freight, — lost 

Warrants, — and  Indigo  Samples. 
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Also  such  minor  accounts,  as  shall  appear  neces- 
sary in  detail,  to  work  out  general  financial 
results. 

The  Collector's  vouchers  of  payments  made  by 
him  daily  to  the  Bankers,  are  on  the  following 
morning,  after  examination  by  the  Examiners,  to 
be  forwarded  to  this  Office  ;  and  the  totals  checked 
by  the  Accountant. 

The  General  Cash- Account  with  the  Bankers, 
is  to  be  checked, —  first, —  with  the  daily  receipts 
by  the  Collectors,  and  next  with  the  payments  by 
the  bills  and  receipts  obtained  from  the  Pay-Clerk 
in  the  Secretary's  Office ;  the  whole  to  be  com- 
pared with  the  Bankers'  Pass- Book,  and  Vouchers, 
daily.  The  Dividend  Cash-Account  must  be 
checked  in  a  similar  manner  by  the  amount  of 
Dividend- Warrants  paid,  with  the  Bankers'  Pass- 
Book,  for  which  purpose  a  separate  Pass-Book 
will  be  kept.  The  Accountant  will  be  held  per- 
sonally responsible  for  the  safe  custody  of  the 
Bankers'  Pass-Books,  when  not  in  the  possession 
of  the  Bankers. 

The  Dividend  Cash-Account  must  be  checked 
Avith  the  amount  carried  to  that  head  from  the 
General  Cash-Account,  and  the  Dividend- 
Warrants  paid. 
The  Secretary's  Cash-Account,  on  account  of 
wages,  must  be  examined  with  the  indents 
on  account,  and  with  the  Examiner's  Certifi- 
cates of  weekly  wages,  which  Certificates  will 
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be    obtained    every  week  by    tlie  Accountant 
from  tlie  Pay  Clerk. 
The   fees    received    upon    transfer    of  stock,   by 

reference  to  the  Secretary's  Cash-Book. 
The  Deposit-Account — by  the  Collector's  Cash- 
Book,  daily  Schedules  of  Sums  carried  to 
account  of  rates  and  charges,  and  deposit,  and 
by  the  Check-Book  fqr  repayments,  on  account 
of  freight. 
The  Deposit-Account,  Second  Head,  for  Freight 
on  Indigo  samples,  and  lost  AVarrants — by  the 
accounts  and  receipts  also  obtained  from  the 
Pay  Clerk. 

Tradesmen's  bills,  made  up  to  the  first  day  of 
June  and  to  the  first  day  of  December,  in  each 
year,  will,  in  the  first  instance,  be  forwarded  to  the 
Store-Keeper,  Engineer,  or  Clerk  of  the  Works,  as 
to  them  may  appertain,  for  examination;  and  they 
will  afterwards  be  compared  with  the  accounts 
raised  in  the  Book  kept  in  the  Store-Keeper's 
Office,  for  registering  the  requisitions  from  the 
several  departments,  from  which  it  will  appear, 
whether  the  articles  have  been  actually  ordered 
to  be  supplied,  and  whether  they  correspond  with 
the  contracts  or  agreements.  After  the  Store- 
Keeper  has  completed  his  examination,  he  will 
certify  the  result  upon  the  several  bills  and  transr 
mit  them  to  this  Office,  where  they  will  be  com- 
pared with  the  prices  charged,  according  to  a 
Trade  Price- Book,  which  will  be  furnished  the 
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Accountant  by  the  Store-Keeper,  whenever  re- 
quired ;  from  which  it  will  appear  whether  the 
rates  of  charge  of  such  of  the  articles  supplied, 
as  have  not  been  the  subject  of  contract,  are 
fairly  made;  and  the  Accountant  will  see  that 
the  additions,  &c.  are  accurate. 

The  investigation  and  examination  of  the 
tradesmen's  bills  may  then  be  considered  as  com- 
plete. The  Accountant  will  thereupon  certify 
the  accounts,  and  transmit  them  to  the  Secretary, 
accompanied  by  a  Schedule,  setting  forth  the 
names  of  the  claimants,  and  the  amount  of  each 
account,  according  to  the  heads  under  which 
they  are  chargeable,  and  also  the  total  amount  for 
payment. 

A  copy  of  such  Schedule  must  be  entered  in  a 
book,  specifying  the  date  when  forwarded,  with 
the  accounts,  to  the  Secretary's  Office,  and  of  the 
time  when  the  respective  vouchers  of  payment 
have  been  received  from  thence,  when  they  are  to 
be  written  off  accordingly. 

The  Lighterage  Accounts  are  likewise  to  be 
examined  and  forwarded  from  the  Superintendent's 
Office  with  the  Tradesmen's,  accompanied  by  a 
separate  schedule,  to  the  Secretary,  the  names  of 
the  parties  and  totals  of  the  amounts  having  been 
previously  entered  in  the  Tradesmen's  and  Light- 
erage Accounts'  Books,  wherein  they  are  like- 
wise, when  })ui(l,   to  be  marked  off  accordingly. 

Whenever  the   tradesmen's    or    lighterage  ac- 
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counts  have  received  the  sanction  of  the  Dock  Com- 
mittee, and  pa3'ment  has  been  authorised  by  the 
Court  of  Directors,  and  checks  signed  by  the  Fi- 
nance-Committee, the  Schedule  will  be  retained 
by  the  Pay  Clerk  in  tlie  Secretary's  Office,  and  the 
accounts  with  the  receipts  attached  thereto,  will 
be  procured  from  thence  by  the  Accountant  so 
soon  as  he  ascertains  payments  have  been  made 
by  the  checks  having  passed  through  the  Bankers  ; 
— when  all  the  amounts  are  paid,  the  Schedules  are 
to  be  checked  and  aoreed  with  the  accounts. 

On  the  third  Thursday  in  each  month,  the 
deposit  Ledgers,  balanced  to  include  the  transac- 
tions of  the  preceding  day,  and  certified  by  the 
Examiners,  are  to  be  transmitted  to  the  Accoun- 
tant's Office  as  soon  after  9  o'clock  in  the  morn- 
ing as  practicable ;  from  these  books  circular 
letters  are  filled  up,  and  signed  by  the  Secretary, 
and  addressed  to  the  parties  whose  accounts  are 
over-drawn,  stating  the  amount  due  and  request- 
ing payment.  The  amounts  are  checked  by  the 
Balance-Books  kept  by  the  Deposit  Ledger  Clerks, 
which  are  forwarded  to  this  department.  W  hen 
the  letters  are  complete  they  are  to  be  imme- 
diately forwarded  to  the  Landing  Weight  and 
Guage  Office  for  delivery. 

The  Accountant  will  direct  the  mode  of 
keeping  the  accounts  at  the  Steam  Wharf,  and 
occasionally  visit  that  department  and  examine 
the  various  books  and  documents. 


29 

Whenever  the  Accountant  considers  any  altera- 
tion in  the  system  of  keeping  the  accounts 
advisable,  or  shall  be  of  opinion  that  any  reduc- 
tion in  the  expenditure  of  the  Company  can  be 
safely  made,  or  if  any  of  the  Officers  render  their 
accounts  in  an  imperfect  manner,  or  the  Clerk  or 
Clerks  in  his  office  appear  to  be  inefficient,  he 
will  report  the  same  to  the  Secretary;  and  with  a 
view  to  obtaining  the  necessary  information,  and 
to  ensure  due  supervision,  he  will  occasionally 
inspect  the  books  and  accounts  relating  to  finance, 
rates,  and  charges  in  the  several  offices,  reporting 
irregularities  or  inaccuracies. 

The  Chief  Clerk  in  this  Office  is  also  as  pre- 
viously stated  the  Registrar  of  the  stock  of  goods. 
His  principal  duties  are  as  follows  : — he  will  keep 
the  Journal,  and  also  assisted  by  the  Junior  Clerk 
have  charge  of  the  Stock  of  Goods  Ledgers,  and 
is  responsible  for  their  accuracy.  The  following 
periodical  returns  of  stock  are  to  be  made  for 
the   several  purposes  hereafter  detailed. 

A  weekly  account  of  the  goods  described  in 
the  printed  form  is  to  be  made  up  on  Monday  in 
each  week,  two  copies  whereof  are  to  be  sent  to 
the  Commercial  Sale  Rooms  in  Mincing-Lane  to 
be  there  affixed  for  the  information  of  the  public, 
and  another  copy  to  be  furnisned  for  the  use  of 
the  Superintendent's  Office.  The  copies  are  to 
be  lodged  by  half-past  three  o'clock  with  tlie  Su- 
perintendent, wlio  forwards  them  to  their  destiiia- 
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tion.  Parties  connected  with  tlie  lullovv  tr-tulc  ap- 
})lying  for  information  as  to  tlie  deliveric'S  early 
on  Monday  morning  are,  as  a  special  case,  to  be 
supplied  therewith. 

A  monthly  return  is  in  like  manner  to  be  made 
comprising  the  same  number  of  copies  on  the  form 
prescribed,  which  return  includes  a  greater  num- 
ber of  articles  than  the  weekly  return.  This 
information  is  extracted  from  the  Stock  Ledgers, 
in  which  separate  heads  are  raised  for  each  dis- 
tinct description  of  goods  enumerated  in  such 
returns. 

A  return  of  the  stock  of  Wines  and  Spirits  for 
each  half  year  ending  June  and  December  is,  by 
arrangement,  to  be  furnished  to  the  Secretary 
to  the  Committee  of  the  wine  and  spirit  trade,  by 
the  Accountant. 

A  book  containing  the  landings,  deliveries,  and 
stocks  of  certain  descriptions  of  Cinnamon  is 
likewise  kept  for  the  inspection  of  the  trade  who 
make  application  for  that  purpose,  about  the  first 
of  each  month. 

A  monthly  return  of  tonnage,  shewing  the 
landings,  deliveries,  and  stock  of  goods  in  tons 
at  each  department,  must  be  prepared  and  fur- 
nished to  the  Secretary  early  on  the  second  day 
of  each  month. 

A  quarterly  comparative  return  of  the  land- 
ings. 

For  goods  which  in  the  mass  form  a  consider- 
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able  portion  of  the  landings,  &c.  but  are  not,  as 
relates  to  each  description,  of  sufficient  importance 
to  be  inserted  in  detail  in  the  returns  made  for 
the  information  of  the  public,  a  separate  book  is 
kept,  to  which  the  title  of  Simdries  is  applied, 
and  are  included  under  that  head  in  the  return 
made  for  the  information  of  the  Secretary. 

The  following  is  the  mode  in  which  the  infor- 
mation is  to  be  collected,  condensed,  and  posted 
into  the  Ledgers. 

The  Landing  Clerks'  daily  returns  of  goods 
landed,  weighed,  or  examined,  and  likewise  the 
Foremen's  returns  of  the  quantities  delivered,  are 
obtained  at  the  Superintendent's  Office,  by  the 
Junior  Clerk  on  his  first  attendance  in  the  morn- 
ing. From  these  documents  the  respective 
amounts  of  goods,  for  which  accounts  are  opened 
in  the  Stock  Ledgers,  are  posted  therein,  as  landed 
or  delivered,  these  entries  are  checked  by  the  Chief 
Clerk  with  the  Warehouse-Keeper's  and  Vault- 
Keeper's  daily  returns  which  are  forwarded  from 
the  Superintendent's  Office  as  early  in  the  day  as 
practicable ;  and  should  be  received  before  one 
o'clock  daily,  if  not  transmitted  by  that  time,  ap- 
plication for  them  must  be  made  by  tlie  Accoun- 
tant to  the  Superintendent. 

The  Chief  Clerk  must  be  particularly  careful 
that  the  entries  have  been  correctly  made,  and  on 
discovering  any  difference  he  must  refer  to  the 
landing  or  delivery  returns,  and  udjust  any  errors 
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when  necessary  by  communication  with  the  dif- 
ferent departments ;  he  will  carry  out  in  the 
column  assigned  in  the  Ledger  for  that  purpose 
the  total  of  each  species  of  goods  landed  and 
delivered,  distinguishing  the  quantities  delivered 
for  exportation. 

No  information  respecting  the  landings,  deli- 
veries, or  stock  of  goods,  except  what  is  contained 
in  the  public  returns  made  at  the  stated  periods, 
or  in  the  special  cases  hereinbefore  named,  is  to 
be  given  to  the  public  or  any  agent,  broker,  or 
merchant,  without  the  sanction  of  the  Secretary 
previously  obtained. 

As  soon  after  the  close  of  each  month  as  prac- 
ticable, the  Chief  Clerk  will  check  the  stock  of 
Wines  and  Spirits  with  the  Vault-Keepers,  who 
will  produce  their  books  to  the  Accountant's 
Office  for  that  purpose. 

The  Accountant  will  likewise  post  the  Journal 
monthly,  and  keep  the  General  Statement  Book, 
which  contains  copies  of  all  Finance  Accounts 
periodically  furnished ;  check  the  account  of 
Sugar-scrapings  sold,  and  forward,  through  the 
Landing  Weight  and  Gauge  Office,  the  account  to 
the  Contractor.  He  is  to  make  an  abstract  daily 
of  the  Deposit  Schedules,  and  copy  the  same 
into  the  Deposit  Credit-book.  The  particulars 
of  any  payments  entered  on  the  schedules,  either 
for  deposits  for  freight  or  indigo  samples,  must 
be  transcribed  into  the   book   kept  for  that  pur- 
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pose,  and  by  wliicli  the  claims  of  the  various 
parties,  when  sent  in,  are  to  be  checked. 

When  a  Rummage  Sale  takes  place,  the  Chief 
Clerk  will  make  the  calculations  to  shew  the 
result  of  the  sale  upon  each  lot  or  parcel,  and  he 
must  prepare  the  accounts,  to  meet  the  claims  for 
nett  proceeds. 

He  is  to  check  the  Tradesmen's  Half-yearly 
Accounts,  ascertaining  that  there  are  orders  and 
receipts  signed  by  the  Principals  of  Depart- 
ments ;  on  ascertaining  they  are  correct,  he  will 
cancel  those  documents,  and  he  must,  in  concert 
with  the  Storekeeper,  check  the  accuracy  of  the 
accounts  charged,  and  discounts,  &c.  when  al- 
lowed. 

The  Junior  Clerk  will,  under  the  direction  of 
the  Accountant  or  Chief  Clerk,  render  such  aid 
in  the  general  business  of  the  Office  as  may  be 
required  ;  and  it  is  his  specific  duty  to  examine 
the  abstracts  of  the  ships'  cargoes,  and  to  bring 
under  the  consideration  of  his  principal  any  errors, 
omissions,  or  informalities  which  require  notice, 
— he  will  also  fill  up  the  circular  notice  letters  to 
debtors  on  deposit  accounts.  . 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company .' 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
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Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board  on  pain  of  dismissal. 
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INSTRUCTIONS 

TO    THE 

CARGO -LEDGER- CLERKS 


LONG  ROOM. 


The  hours  for  commencement  of  public  business 
in  this  office  are,  from  the  1st  of  March  to  31st 
of  October,  inclusive,  at  8  o'clock  in  the  morn- 
ing, and  from  the  1st  of  November  to  the  last 
day  of  February  inclusive  at  9  o'clock,  and  for 
cessation  of  public  business  at  4  o'clock  through- 
out the  year. 

The  Chief-Clerk  in  this  office  has  the  control 
of  the  Cargo-Ledger-Clerks,  Examining-Clerks, 
and  Apprentices  employed  in  the  office,  and  he  is 
likewise  empowered  to  exercise  a  general  super- 
vision over  them  and  of  the  Messengers  stationed 
in  the  Long  Room.  He  will  occasionally  inspect 
the  ledgers  and  accounts  with  a  view  to  satisfy 
himself  that  they  are  accurately  kept,  and  the 
regulations  complied  with. 

He  will  sign  his  name  daily  in  the  Superinten- 
dent's Appearance-Book  a  quarter  of  an  hour 
previously  to  the  time   fixed   for   the   beginning 
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of  public  business,  and  see  that  the  Clerks 
commence  tlieir  avocations  as  soon  as  possible. 

The  other  Clerks  and  Apprentices  arc  to  sign 
the  Appearance-Book  kept  by  the  Chief-Clerk  a 
quarter  of  an  hour  before  the  time  of  commencing 
public  business  previously  stated,  and  they  are 
not  to  quit  in  the  afternoon  until  the  whole  of  the 
daily  business,  as  far  as  practicable,  is  posted 
up,  so  that  no  arrears  take  place,  nor  without 
previously  presenting  themselves  to  the  Senior 
Clerk  of  the  division  in  which  they  are  stationed. 

The  Chief-Clerk  will  each  morning  draw  the 
line  in  the  Attendance-Book  at  a  quarter  of  an 
hour  before  the  time  for  commencing  public  busi- 
ness, under  which  line  those  who  do  not  arrive  at 
or  before  such  time  will  sisfn  their  names,  statin^: 
the  time  and  the  cause  of  each  late  attendance,  to 
be  certified  by  the  Chief-Clerk,  together  with  the 
names  of  absentees,  if  any,  and  cause  of  absence. 
This  book  to  be  forwarded  to  the  Secretary's 
Office  early  on  Monday  morning  for  examination. 
The  names  of  absentees  and  causes  of  absence 
are  to  be  reported  daily  to  the  Secretary  by  the 
Superintendent. 

The  two  books  hereinafter  named,  applicable 
to  the  current  year,  containing  daily  information 
relative  to  the  shipping  entering  the  Docks,  are 
placed  on  the  table  in  the  Long  Room  for  the 
information  of  the  public. 

A  Ship's  Book   Inwards,  alphabetically  arran- 


37 

ged,  to  contain  the  name  of  each  vessel,  master, 
from  whence,  and  the  rotation  number  of  dis- 
charge, the  quay  or  warehouse  at  which  stationed, 
date  of  breaking  bulk,  and  date  of  final  discharge. 
This  book  is  to  be  kept  and  posted  by  the  Clerk 
in  the  Manifest-Office. 

A  Ship's  Book  Outwards,  arranged  in  a  similar 
manner,  to  contain  the  name  of  each  vessel  load- 
ing in  the  Docks,  of  the  master,  where  bound, 
the  warehouse  or  quay  at  which  she  is  takino-  in 
her  cargo,  and  the  date  of  her  final  departure  ; 
all  which  particulars  are  to  be  posted  daily  by  a 
Clerk  in  the  Superintendent's  Office. 

The  Cargo-Ledgers  in  this  office  are  arranged 
alphabetically  according  to  the  ship's  initials,  with 
the  exception  of  those  for  silk,  goods  from  Leghorn, 
&c.  and  housed  in  the  Silk-Floors  at  Warehouse  B, 
— indigo, — crashed  sugar, — vatted  wines  or  spi- 
rits, and  goods  received  by  land  carriage,  which 
each  form  separate  divisions  respectively  :  these 
ledgers  present  a  succinct  narrative  of  the  pro- 
ceedings relating  to  the  goods  generally,  from  the 
period  of  their  being  landed  to  the  time  of  deli- 
very ;  they  contain  columns  for  the  insertion  of 
the  various  charges  on  the  goods,  which  are  to 
be  posted  from  the  Landing-Accounts  and  other 
documents  furnished  by  the  Warehouse-Keepers, 
Vault-Keepers,  Foremen,  &c.  &c. 

The  Clerks  are  responsible  for  the  accuracy  of 
the   entries   made    by    them    in    the  ledgers,  and 


38 

uniformity  of  system  in  the  mode  of  keeping-  the 
accounts  is  indispensable.  Care  must  be  taken 
to  insert  the  proper  references  when  goods 
are  transferred  from  one  folio  to  another,  and 
whenever  any  deviation  from  the  established 
mode  is  observed  by  the  Chief-Clerk  or  Senior 
Clerks  or  Examiners  it  must  be  immediately  rec- 
tified. 

It  is  also  indispensable  that  all  the  entries  be 
posted  up  so  soon  as  the  documents  are  received. 

No  erasures  are  allowed  in  the  books,  any 
needful  corrections  must  be  made  with  the  pen 
and  in  red  ink. 

With  a  view  to  despatch  of  business  and  a 
proper  supervision  the  Cargo-Ledger-Office  is 
nominally  divided  into  three  parts,  each  of  which 
is  under  the  care  of  a  Senior  Clerk,  whose  duty  it 
is  to  assist  in  the  general  business,  superintend 
the  Junior  Clerks  and  Apprentices,  and  instruct 
them  in  the  performance  of  their  duties,  and  to 
whom  the  latter  are  in  the  first  instance  to  apply 
for  instruction  in  case  of  doubt  or  difficulty.  The 
Senior  Clerks  will  cooperate  with  each  other  in 
preserving  accuracy  and  uniformity  in  the  me- 
thod of  keeping  the  books  and  making  out  bills 
of  charges,  and  fairly  apportion  the  current  work 
between  the  Junior  Clerks  and  Apprentices  under 
their  immediate  direction,  rendering  every  possible 
aid  in  other  of  the  divisions  upon  an  unequal 
pressure  of  business.      Instances   of  inattention, 
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carelessness,  irregularity,  want  of  exertion,  or  of 
other  misconduct  are  to  be  immediately  made 
known  to  the  Chief-Clerk, 

All  the  Clerks,  but  especially  the  Senior  Clerks, 
are  to  make  themselves  familiarly  acquainted  with 
the  tables  of  rates  and  detail  of  the  various  ope- 
rations and  charges  on  goods.  The  examination 
of  all  the  Landing  Accounts  and  Certificates  of 
Damage  is  confided  to  him ;  and  when  any 
shall  be  made  out  in  a  slovenly  manner,  or  are 
inaccurate,  he  will  report  the  party  to  the 
Superintendent ;  he  will  keep  an  index  of  all 
ships  and  craft  by  which  goods  are  received, 
and  provide  the  Landing  -  Clerks  with  the 
proper  forms  of  landing-accounts,  and  who  are 
strictly  enjoined  to  use  those  only  which  are 
applicable  to  the  specific  quantities  and  descrip- 
tion of  goods  for  which  the  respective  forms 
are  appropriated;  he  will  also  keep  a  record  of 
the  number  of  accounts  sent  up  by  each  Landing- 
Clerk,  distinguishing  those  which  are  incorrect, 
and  submit  to  the  Secretary,  through  the  hands 
of  the  Chief-Clerk,  an  annual  and  comparative 
statement  of  the  result. 

The  accounts  of  goods  (Tea  excepted)  housed 
at  Cutler-street  are  to  undergo  the  same  course 
of  examination. 

Tlie  Senior  Clerk  will  also  watch  the  progress 
of  tlie  various  operations  performed  upon  goods, 
according  to  the  information  he  will  obtain  from 
the  Wareliouse- Keepers'   daily    reports    and   the 
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Foremen's  returns  of  ''  internal  operations,"  or, 
in  special  cases,  inform  himself  of  the  particu- 
lars by  reference  or  personal  communication  with 
the  Department  as  the  case  may  require,  thus 
ascertaining  that  all  the  operations  usually  per- 
formed upon  the  respective  articles  have  taken 
place,  and  are  correctly  charged  for ;  check  the 
receipt  of  all  landing  accounts  and  enquire  into 
and  report  upon  any  unnecessary  delays  in  for- 
warding the  same  from  the  departments  where 
the  goods  have  been  landed  or  housed,  &c. 

The  General  Indexes  to  the  Ship  and  Craft 
Accounts  in  the  Ledgers  in  each  division  are  to  be 
duly  posted  and  placed  for  convenient  reference 
in  a  central  part  of  each  division  ;  and  as  these 
books  will  be  in  use  for  a  considerable  time  care 
must  be  used  in  handling  them.  Whenever  the 
whole  of  the  goods  received  by  one  ship  or  craft 
are  delivered,  the  vessel's  name  is  to  be  crossed 
through  in  the  general  index,  as  also  in  the  par- 
ticular index  in  each  ledger. 

The  utmost  despatch  consistent  with  accuracy 
is  at  all  times  to  be  afforded  to  public  business,  and 
great  care  taken  that  the  amount  of  all  charges  for 
rates,  operations,  rent  accrued,  &c.  &c.  are  paid 
or  carried  to  deposit  account,  as  the  case  may  be, 
before  the  warrants  are  issued  or  transfer  or  de- 
livery takes  place. 

The  Senior  Clerks  are  to  discourage  gossipping 
and  indolence,  and  are  responsible  for  the  proper 
discharge  of  the  duties  by  the  Junior  Clerks  or 
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Apprentices  in  their  respective  divisions,  and, 
must  take  care  that  the  accounts  as  far  as  prac- 
ticable are  posted  up  daily  by  the  Clerks  or 
Apprentices  before  they  quit  for  the  day.  The 
Chief  Clerk  will  occasionally  inspect  the  Ledgers, 
&c.  and  see  that  no  arrears  take  place. 

In  cases  of  doubt  or  difficulty,  the  Chief- 
Clerk  must  be  referred  to  for  directions. 

No  Order  for  transfer  or  delivery,  except 
from  the  Landing'-Scale,  is  to  be  received  by  the 
Cargo-Ledger-Clerks  before  the  goods  are  actual- 
ly landed,  nor  until  all  charges  due  are  either 
paid,  or  carried  to  a  deposit  account  ;  but  trans- 
fers by  endorsement  of  bills  of  lading  may  be 
made  as  soon  as  the  ship  is  in  dock  and  the 
manifest  is  lodged,  provided  the  goods  described 
in  the  Bills  of  Lading  agree  with  the  Manifest. 

Although,  in  the  ordinary  course  of  business, 
the  charges  accrued  must  be  paid  previously  to 
a  transfer  or  delivery  order  being  accepted, 
when  a  partial  delivery  is  required  previously 
to  the  landing  charges  on  the  whole  mark  or 
parcel  of  goods  being  ascertained,  the  order 
for  such  partial  delivery  may  be  passed,  retain- 
ing sufficient  goods  to  cover  the  charges  on  the 
whole :  and  as  regards  wines  or  spirits  delivered 
from  the  quay,  the  landing  and  delivery  rate 
on  the  quantity  so  delivered  only,  is  to  be  col- 
lected upon  each  portion  taken  away  before 
housing  accrues, — but,    upon   the  first  delivery, 
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subsequently  to  the  housing  rate  attaching,  or 
when  no  delivery  from  the  quay  has  taken  place, 
the  landing  and  housing  rate  is  to  be  carried  to 
deposit-account,  or  is  to  be  collected  on  the 
remainder  or  the  whole  of  the  parcel. 

Any  order,  whether  Customs  or  otherwise,  bill 
of  lading,  or  warrant,  in  which  any  interlineation, 
erasure,  or  other  alteration  has  been  made,  is  not 
to  be  acted  upon  without  the  signature  of  the 
party  authorised  to  make  the  same  being  affixed 
thereto  ;  and  whenever  any  such  alteration,  &c., 
shall  be  apparent,  the  Clerk  is  to  submit  the 
same  for  the  inspection  and  instruction  of  the 
Chief-Clerk,  or  Principal  of  department,  as  the 
case  may  be,  who  will,  upon  being  satisfied,  affix 
his  initials  thereto  as  a  sanction. 

The  Clerks  and  Apprentices  must  afford  every 
facility  to  the  Examining-Clerks,  who,  in  the 
event  of  their  experiencing  any  impediments  in 
the  execution  of  their  duty,  are  to  report  the 
same  to  the  Chief-Clerk,  but  the  Examiners 
must  suspend  their  examination  whilst  public 
business  is  required  to  be  transacted  in  the  par- 
ticular books  in  use,  and  as  mutual  accommoda- 
tion is  essential  to  the  interests  of  the  Company, 
a  cordial  cooperation  between  the  Officers  and 
Clerks  in  these  two  branches  of  the  establish- 
ment is  specially  enjoined. 

As  relates  to  subsidiary  regulations  embodied 
from   time   to  time,    in  minutes,  or    orders  from 
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the  Secretary  or  Superintendent,  the  Clerks  and 
Apprentices  are  to  make  themselves  thoroughly 
acquainted  with  them  by  reference  to  the  General 
Instruction  Book  deposited  with  the  Chief-Clerk. 

The  following"  general  statement  describes  the 
principal  duties  of  the  Cargo-Ledger-Clerks  : — 

To  open  accounts  in  the  ledgers  for  the  cargo 
of  each  ship  or  craft  by  transcribing  therein,  in 
detail,  the  manifest  of  the  vessel  or  craft-note  for 
the  goods,  carefully  recording  orders  to  stop  the 
goods  for  freight,  whether  such  stop  be  stated 
on  the  manifest  or  craft-note,  or  lodged  subse- 
quently, such  notice  to  express  the  total  amount 
or  rates  of  freight  claimed  so  as  to  enable  the 
Company  to  receive  the  deposits,  under  the  autho- 
rity of  the  Act  of  the  Cth  Geo.  IV.  cap.  105;  and 
if  the  notices  to  stop  or  release  apply  to  tea, — 
silk,  or  other  goods  housed  at  Cutler-street,  they 
must  be  delivered  to  the  Chief-Clerk,  with  a  copy 
or  extract,  who  vv^ill  forward  them  to  those  depart- 
ments ;  care  must  also  be  taken  to  forward  the 
freight-stops  and  releases  on  Indigo  to  the  Indigo 
Department,  in  the  Long  Room,  and  as  relates 
to  Baggage,  to  the  Baggage  Warehouse,  when 
necessary.  To  write  off,  daily,  the  names  of 
entercrs  of  goods  and  date  of  such  entry  from 
the  book  kept  in  the  Manifest-Office,  and  when 
the  same  goods  are  entered  by  two  or  more 
parties,  the  Chief-Clerk,  upon  the  receipt  of  the 
second  entry,  is  to  write  to  each  of  them  and 
require  proof  of  title, — if  the   goods  have   been 
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entered  by  the  Dock  Company,  or  landed  by 
Dock  order,  under  the  authority  of  the  Acts,  the 
bills  of  lading  must  be  lodged  before  transfer  or 
delivery  can  take  place.  Landing  accounts  and 
charges  must  be  entered  after  being  checked 
by  the  Examining  Clerk,  carefully  comparing 
the  consio:nees'  and  enterers'  names  thereon 
■with  those  stated  in  the  manifest,  and  if  trans- 
fers have  been  effected  by  endorsement  of  the 
bills  of  lading,  to  insert  at  the  top  of  the  landing 
slip  the  name  of  the  party  to  whom  the  goods 
are  assigned,  with  a  view  to  ensure  the  delivery 
of  the  account  to  the  right  party.  The  par- 
ticulars of  empty  packages,  overtakers  sweep- 
ings, or  other  information  which  may  serve  as  a 
guide  to  subsequent  transactions  must  be  copied 
into  the  ledger  from  the  landing  accounts. 

If  the  goods  are  under  stop,  or  bills  of  lading 
be  required,  the  printed  form  of  notice  provided 
is  to  be  affixed  to  the  accounts  previously  to 
being  issued  to  the  merchant. 

Where  entries  have  been  passed  by  the  Dock 
Company,  under  the  authority  of  the  10th  Section 
of  the  10th  Geo.  IV.  cap.  1,  of  goods  as  described 
in  the  ship's  Report,  and  it  shall  appear  that  they 
are  imperfect,  which  is  indicated  by  the  words 
"  as  per  report"  in  the  Manifest-book  ;  a  notice 
requiring  the  proprietor  to  pass  a  perfect  entry 
with  the  Customs  is  to  be  filled  up  by  the  Cargo- 
Ledger  Clerk,  and  forwarded  to  the  party  claim- 
ing the  goods. 
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The  Cargo- Ledger  Clerks  are  to  mark  the 
time  and  date  of  the  receipt  and  forwarding  of 
every  public  document,  and  they  are  to  examine 
and  enter  releases  for  freight,  bills  of  lading, 
and  transfer  orders  immediately  on  their  receipt ; 
if  any  impediment  or  informality  exists,  they 
are  to  inform  the  person  thereof  presenting  the 
document,  and  instruct  him  how  to  proceed;  they 
will  enter  reports  of  seizures  and  return  the 
notices  thereof  to  the  Superintendent ;  also  reports 
of  error  at  the  Queen's  beam,  and  forward  the 
notices  (with  corrected  landing  accounts  if  requi- 
site) to  the  proprietors  of  the  goods. 

As  soon  as  a  manifest  or  craft  note  is  entered 
in  the  ledger,  the  ship's  name  and  folio  are  to  be 
immediately  registered  in  the  general  index,  and, 
also,  in  the  index  to  the  ledger  in  which  the  ac- 
count is  opened, — and  in  the  copy  of  the  manifest 
or  craft  note  entered  in  the  ledger  a  reference 
to  the  folio  and  line  where  the  particulars  of 
each  mark  or  parcel  of  goods  are  to  be  found 
must  be  made  opposite  to  the  respective  marks, 
such  references  must  not  in  any  case  be  omitted  ; 
and  when  accounts  are  transferred  to,  or  brought 
from  another  folio  or  line,  great  care  must  be 
taken  to  refer  to  the  respective  folios,  &c.  con- 
necting the  account,  as  also  to  state  the  mark 
and  description  of  goods  for  which  the  account 
is  brought  forward.  Stops  for  freight,  lodged 
previously  to  the  receipt  of  the  landing  accounts, 
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must  be  entered  in  the  manifest  or  copy  of  the 
craft  note  in  the  ledgers,  but  if  any  releases  for 
freight,  bills  of  lading,  or  other  documents  are 
lodged  before  the  landing  account  is  entered,  an 
account  must  be  immediately  opened  for  the  par- 
ticular mark  or  marks,  and  the  release  or  bill  of 
lading  be  written  off  in  the  folio  in  which  such 
mark  is  entered,  and  the  landing  accounts  when 
received  must  be  entered  in  the  same  folio  there- 
with, in  which  folio  also  the  department  at  which 
the  goods  are  deposited  must  be  conspicuously 
stated,  so  that  all  orders  or  necessary  communi- 
cations may  be  correctly  forwarded. 

If  goods  are  delivered  overside  such  fact  must 
be  noted,  in  red  ink,  opposite  the  respective 
marks,  in  the  Manifest,  Sec.  in  the  ledgers  :  this 
information  will  be  obtained  from  the  Manifest 
Office. 

The  Customs'  home-comsumption  orders  for 
liquids  are  issued  from  the  Customs'  Warehouse- 
Keeper's  Office  to  the  merchants,  their  clerks, 
or  agents,  as  also  all  Customs'  orders  for  delivery 
for  exportation  or  coastwise,  and  are  by  such 
parties  to  be  conveyed  to  the  department  where 
the  goods  lie  ;  but  for  other  goods  the  Customs' 
orders  for  home-consumption  are  to  be  obtained 
from  the  Customs'  Warehouse-Keeper's  Office 
by  the  Dock  Company's  Messenger,  who  is  to 
register  them  in  books  kept  in  this  office  in  which 
the  ships'  names  are  alphabetically  arranged,  and 
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in  which  the  date  and  time  the  orders  are  re- 
ceived from  the  Customs  are  to  be  noted  ;  upon 
which  the  Messenger  is  to  hand  such  orders  to 
the  respective  Clerks,  who  are  immediately  to 
enter  them  in  the  prescribed  form  in  the  ledgers 
and  forward  them  direct  to  the  department  where 
the  goods  are  deposited,  where  they  will  remain 
until  the  final  delivery  of  the  goods  has  been 
effected,  when  the  orders  are  to  be  returned  to 
the  Cargo-Ledger-Office,  indorsed  by  the  Fore- 
man with  the  particulars  of  the  respective  deli- 
veries, and  accompanied  by  the  merchant's  deli- 
very order  or  warrant,  and,  after  examination,  the 
Customs'  orders  must  be  filed  in  the  Examiner's 
Office  according  to  their  numbers  and  dates,  and 
the  delivery  orders  and  other  documents  under 
the  last  dates  of  delivery  or  internal  operation. 

The  following  routine  is  to  be  observed  in 
passing  orders  for  the  delivery  of  goods  or  issuing 
warrants,   &c.  viz. — 

1st.  To  refer  to  the  import  vessel  and  ascertain 
if  the  goods  are  stopped  for  freight. 

2d.  To  ascertain  that  the  marks,  numbers,  and 
goods  are  correctly  described,  and  that  the 
enterer's  name  and  date  of  entry  agree. 

3d.  That  the  order  is  signed  by  the  party  in 
whose  name  the  goods  stand,  and  that  the  Cus- 
toms' discharge  in  case  of  goods  liable  to  duty  is 
correct,  that  no  alteration  or  interlineation  has 
been  made  in  any  of  such  documents,  or  if  any 
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alteration,  that  it  be  sanctioned  by  the  signature 
of  the  party  signing  the  order,  and  verified  by  tlie 
initials  of  the  Chief  Clerk  as  before  provided  for  ; 
this  rule  also  applies  to  warrants. 

4th.  That  the  Landing  or  Consolidated  Rate 
has  been  either  paid  or  carried  to  a  Deposit 
Account.  If  the  Order  is  correct  in  all  the 
foregoing  particulars,  and  the  stop  for  freight  (if 
any)  removed  or  a  deposit  made  to  cover  the 
amount,  it  may  be  passed  as  hereinafter  di- 
rected ;  if  incomplete,  the  impediments  are  to 
be  stated  on  one  of  the  printed  forms  provided 
for  that  purpose,  which  must  be  annexed  to  the 
Order,  and  the  document  returned  to  the  party 
presenting  it,  at  the  same  time  explaining,  ver- 
bally, the  irregularity;  but  should  the  party  have 
left,  the  document,  with  suitable  explanation,  is 
to  be  transmitted  to  the  owner  of  the  goods. 

In  entering  and  passing  Orders,  when  correct 
in  all  particulars  : — 

The  letter  and  folio  of  the  Ledger  in  which  it 
is  to  be  registered  must  be  inserted  on  the  left- 
hand  corner  at  the  foot  of  the  Order,  or  as  near 
thereto  as  may  be.  The  tenor  of  it  is  then  to  be 
entered  in  abstract  in  the  Numerical  Order-Book, 
and  the  progressive  number  to  be  taken  there- 
from is  to  be  inserted  under  the  reference  to  the 
Ledger  before  named,  the  Order  is  to  be  dated,  and 
timed  to  the  minute  when  received  and  forwarded, 
the  date  to  which  Charges  are  paid  stated,  or  if 
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not  paid,  the  word  '*  Charges"  written  thereon, 
with  the  name  of  the  party  presenting  it,  unless 
he  be  the  indorser,  or  his  agent  or  clerk,  &c.  to 
be  signed  by  the  Cargo-Ledger  Clerk  with  red 
ink,  and  forwarded  to  the  proper  department  by 
a  Company's  Messenger.  The  Chief  Clerk  has 
a  discretionary  authority,  however,  with  a  view 
to  despatch,  and  when  no  Messenger  is  in 
immediate  attendance  and  the  case  presses,  to 
allow  the  party  to  convey  the  order  to  the 
Department,  in  which  case  the  Chief  Clerk 
will,  in  red  ink,  describe  the  Office  where  it  is  to 
be  lodged  and  sign  his  name  to  the  same, 
which  will  be  the  authority  for  the  Officer  or 
Clerk  at  such  Department  to  receive  the  order 
from  the  party,  and  act  upon  it.  A  red  ticket  or 
identity-note  is  in  all  cases  to  be  filled  up  by  the 
Ledger-Clerks  and  handed  to  the  party  lodging 
Orders  or  Warrants  for  delivery,  with  instruc- 
tions for  them  to  pay  particular  attention  to 
the  notice  at  the  foot  thereof,  which  will  facili- 
tate the  delivery  and  prevent  mistakes.  With 
a  view  to  despatch,  and  as  a  check  upon 
the  Messenger-Lads  employed  to  convey  docu- 
ments from  the  Cargo-Ledger-Office  to  the  Out- 
Door  Departments,  one  of  the  most  intelligent  of 
them  is  to  be  selected  to  attend  wholl}'  in  the 
Long-Room  at  the  table,  and  who  will  receive 
and  enter  all  tlic  Orders,  to  be  transmitted  to 
the  Out-Door  Departments,  into  the  books  of  the 
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several  Messengers  respectively  employed  for  that 
purpose. 

If  Charges  are  payable,  the  bills  are  to  be 
made  out  agreeably  to  the  tenor  of  the  Order,  (if 
directions  are  given  thereon,)  or  according  to  the 
known  custom  of  trade,  taking  care  not  to  blend 
the  Sellers'  and  Buyers'  Charges  in  the  same  bill; 
if  either  Seller  or  Buyer,  or  both,  have  a  Deposit 
Account,  the  bill  or  bills,  after  being  checked 
and  signed  by  the  Examining-Clerks,  are  to  be 
entered  on  the  Deposit-Schedule  of  the  day  and 
passed  to  the  Deposit-Ledger-Clerk,  taking  the 
consecutive  number  from  his  list,  and  entering 
such  number  in  the  Schedule,  from  which  the 
amount  is  to  be  posted  into  the  Ledgers ;  but  if 
the  party  chargeable  has  no  Deposit  Account, 
then  the  bills,  being  first  examined  and  certified, 
are  to  be  handed  for  payment  to  the  person  pre- 
senting the  Order  or  Warrant,  with  a  request  that 
the  bill,  after  being  paid,  be  exhibited  where  made 
out;  which  done,  the  Ledger-Clerk  will  insert  the 
Collector's  number  on  the  Schedule  of  Cash-Bills, 
and  thence  post  the  same  into  the  Ledgers,  as 
in  the  preceding  case  of  Deposits.  When  bills 
are  paid  subsequently  to  the  Delivery  Orders  or 
Warrants  having  been  passed  and  such  receipted 
bills  are  exhibited  in  the  Cargo-Ledger  Office, 
the  Clerk  or  Apprentice  to  whom  exhibited  will 
ask  the  party  if  he  intends  to  produce  the  receipt 
at   the  Warehouse   or   Vault   Office ;    and  upon 
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receiving*  an  answer  in  the  negative,  he  must  im- 
mediately send  notice  to  the  department  that  such 
charges  have  been  paid. 

Orders  to  grant  Warrants,  or  Weight-Notes, 
both  or  either,  as  soon  as  examined  and  passed 
by  the  Ledger-Clerks,  are  to  be  sent  to  the 
Chief-Warrant-Clerk,  when  the  Warrants  and 
Weight-Notes,  (if  any,)  will  be  made  out,  or 
(if  previously  prepared)  completed  and  sent  to 
this  department  for  entry,  and  should  the 
order  contain  instructions  for  preparatory  or 
other  operations,  the  same  date  is  to  be  inserted 
opposite  to  the  entry  thereof.  Great  care  must 
be  taken  to  see  that  the  Warrants  are  correctly 
headed  agreeably  to  the  consignment  in  the  Ma- 
nifest, &c.,  that  the  marks  and  quantities  are 
correct,  that  the  total  weight,  upon  being  cast 
up,  agrees  with  the  total  weight  furnished  in  the 
Landino'  or  Reweio^ht  Account,  and  that  the 
place  from  whence  the  goods  are  imported  is 
correctly  stated;  they  are  then  to  be  signed  as 
"  Examined  and  Entered"  by  the  Ledger-Clerk 
and  returned  to  the  Warrant-Office,  ta  be  thence 
issued,  if  all  clear,  to  the  party  entitled  to  re- 
ceive them,  and  the  date  on  which  the  warrants 
are  issued  is  to  be  recorded  in  red  ink  opposite 
the  entry  of  the  first  warrant  of  each  mark,  or 
parcel,  such  date  will  be  obtained  from  the  Order 
for  the  Warrants,  which  is  to  be  sent  from  the 
Warrant-Office    to    the    Ledger-Clerk,  after  the 
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Warrants  have  been  delivered  ; — sliould  any  im- 
pediment exist,  the  cause  is  to  be  stated  by  the 
Ledger-Clerk  in  red  ink  on  the  order  for  the 
warrants  for  the  information  of  the  Warrant- 
Clerks,  who  will  not  issue  the  warrants  until  the 
goods  are  clear,  when  the  Ledger-Clerks  will  com- 
municate with  the  Chief-Warrant-Clerk,  and  then 
cancel  the  memorandum  on  the  order. 

Warrants  are  not  to  be  issued  for  portions  of 
goods  in  bulk  liable  to  natural  wasteage  without 
special  authority  being  first  obtained  from  the 
Superintendent,  and  then  only  upon  the  separate 
quantities  being  repiled.  Original  bills  of  lading- 
are  required  to  be  lodged  with  the  Company 
for  goods,  the  produce  of  the  East  Indies  and 
China,  imported  from  places  to  the  eastward  of 
the  Cape  of  Good  Hope  inclusive,  prior  to  the 
delivery;  also  originals  or  copies  after  comparing 
them  with  the  originals,  for  all  West-India  goods 
consigned  to  order.  Whenever  the  latter  goods 
are  specially  consigned  by  Manifest,  the  order  of 
the  Consignee  per  Manifest  is  alone  to  be  followed, 
unless  a  Bill  of  Loading  endorsed  to  the  Claimant 
be  produced.  Other  goods  are  deliverable  (in 
conformity  with  the  practice  of  other  Docks),  to 
the  enterer's  order.  If  entered  by  two  or  more 
parties,  notice  is  to  be  sent  to  both  parties  by  the 
Chief-Clerk,  according  to  the  Regulation,  see 
p.  43,  immediately  upon  the  receipt  of  the  second 
entry,    and   bills    of   lading,    or   other  sufficient 
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proof  of  title,  voucher,  must  be  required  and 
approved  of  before  any  delivery  or  transfer  can 
be  eifected.  Bills  of  lading  are  also  invariably 
required  for  all  goods  landed  and  housed  by  virtue 
of  a  Dock  Company's  Entry  or  a  Dock  Order. 

When  bills  of  lading-  are  presented  and  do  not 
correspond  with  the  Manifest  in  respect  to  the 
consignees,  they  are  to  be  referred  to  the  Chief- 
Clerk  in  order  that  due  notice  may  be  given  to 
the  party  stated  on  the  Manifest  to  be  the  con- 
signee, before  the  goods  are  transferred  or  placed 
to  the  account  of  the  claimant  by  bill  of  lading ; 
and  all  bills  of  lading  in  which  the  goods  therein 
described  vary  from  the  Manifest,  or  are  condi- 
tionally consigned  or  endorsed  must  be  likewise 
referred  to  the  Chief-Clerk,  before  the  same  are 
either  accepted  or  refused  by  the  Ledger-Clerks, 
provided  doubts  exist  as  to  the  stated  conditions 
having  been  fulfilled,  or  any  other  difficulty 
should  present  itself. 

Should  parties,  under  special  circumstances,, 
require  the  original  bill  of  lading  for  East  India 
goods  to  be  returned,  it  is  permitted  upon  their 
lodging  a  correct  copy,  which  is  to  be  carefully 
compared  with  the  original,  and  the  Clerk  will, 
in  red  ink  and  in  front  thereof,  certify,  date,  sign, 
and  return  the  original,  retaining  and  entering 
the  copy  in  the  ledger,  noting  it  therein  as  such. 

Orders  to  transfer  goods  are  to  be  accepted 
and  passed  in  the  same  manner  as  delivery  orders, 
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with  the  exception  that  goods  may  be  transferred 
without  the  release  for  freight,  provided  the 
party  in  whose  favour  they  are  transferred  is 
willing  to  have  them  so  transferred  subject  to 
the  liability  to  freight,  but  especial  care  must  be 
taken  to  obtain  the  written  authority  for  the  same 
on  such  orders  from  the  party,  adding,  in  the 
ledger,   "  transferred  subject  to  stop  for  freight." 

All  transfer  orders  or  bills  of  lading  for  deli- 
very of  wines  or  spirits  must  be  immediately  sent 
to  the  department  where  the  goods  are  in  deposit, 
so  that  no  delay  may  arise. 

Goods  received  by  land  carriage  "  duty  paid," 
will  be,  as  far  as  practicable,  deposited  apart  from 
bonded  goods,  and  as  the  Company  have  no  official 
knowledge  of  the  contents  of  the  packages,  (unless 
examined,  weighed,  &c.)  or  how,  or  by  whom, 
or  from  whence  imported,  care  must  be  taken  not 
to  issue  any  document  which  shall  commit  the 
Company  to  any  particulars  not  satisfactorily 
established.  The  same  regulation  will  apply  to 
all  other  foreign  goods  brought  in  for  deposit, 
which  are  not  landed  from  the  importing  ship. 

Orders  for  preparatory  work,  such  as  marking, 
sampling,  packing,  weighing,  coopering,  or  mend- 
ing, making  merchantable,  &c.  &c.  are  to  undergo 
the  same  examination  as  delivery  or  transfer  orders, 
in  reference  to  the  authority  of  the  party  desiring 
to  exercise  control  over  the  goods,  they  are  to  be 
numbered,  entered  in  the  ledgers  in  the   column 
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headed  "  specification,"  (with  the  name  of  the 
party  directing  the  operations,)  timed,  dated, 
&c.  &c.  and  forwarded  to  the  departments  to  be 
acted  upon.  When  the  operations  are  com- 
pleted the  Foremen  are,  in  conformity  with  the 
instructions  by  minute  of  the  16th  March,  1836, 
to  endorse  on  the  order  the  amount  of  labour  and 
materials  expended,  by  which  the  charge  to  be 
made  will  be  governed,  the  order  will  then  be 
transmitted  to  the  Cargo-Ledger-Clerks,  who  will 
make  the  charges  for  the  work,  &;c.  agreeably 
to  the  rates  provided  ;  or,  if  the  charges  for  the 
operations  have  not  been  provided  for  by  the 
Table  of  Rates  they  are  immediately  to  hand  the 
order  to  the  Chief-Clerk,  who  will  regulate  the 
same  with  reference  to  the  time  occupied  and 
materials  used ;  and  in  any  case  of  doubt  or  diffi- 
culty, or  in  the  event  of  its  being  considered  that 
any  misapplication  of  labour  or  waste  of  materials 
has  taken  place,  he  will  confer  with  the  Compt- 
roller of  Charges  and  obtain  his  decision. 

In  respect  to  goods  for  which  warrants  have 
been  issued  (indigo  excepted),  such  warrants 
must  be  lodged  when  reweighing  is  required  or 
any  operations  are  performed  by  which  the  con- 
tents or  weights  of  the  packages  will  be  altered, — 
and  the  transactions  are  to  be  recorded  on  the 
original  document,  unless  the  parties  desire  to 
exchange  them  for  new  ones. 

All  landing  or  guaging  accounts  and  accounts 
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of  goods  reweiglied  to  order,  or  on  delivery,  sent 
to  the  Cargo-Ledger-Clerks,  must  be  recorded 
with  the  utmost  despatch  and  handed  to  the 
Weight  and  Gauge  Office,  and  the  Ledger-Clerks 
will  ascertain  that  the  parties'  names  stated  therein 
are  correct.  Great  attention  must  be  paid  in 
designating  names  of  common  occurrence,  such 
as  "  Price,"  "  Smith,"  "  Williams,"  "  Phillips," 
&c.  &c.,  to  avoid  errors,  and  to  ensure  correct 
communications,  the  Christian  name  of  parties 
should  be  stated,  or  the  succeeding  name,  if  of  a 
firm,  be  inserted;  all  accounts  of  delivery  weights 
of  goods  sold  at  Public  Sale  are  to  be  sent  to  the 
Selling  Brokers  unless  otherwise  ordered. 

Orders  for  tasting  or  sampling  wines  or  spirits 
must  be  signed  by  the  proprietors  of  the  goods,  or 
by  their  agents  duly  authorised  to  act  for  them, 
according  to  notice  lodged  witli  the  Company,  and 
such  orders  may  be  presented  at  the  Vaults  with- 
out being  first  exhibited  in  the  Cargo-Ledger 
Office,  or  when  warrants  have  been  issued  the 
insertion  of  the  warrant  number  is  deemed  a  suffi- 
cient authority  to  justify  the  performance  of  such 
operations  ; — when  executed,  the  Rate  for  tasting 
or  sampling  chargeable  is  to  be  stated  on  the 
orders  by  the  Cooper  or  Foreman  employed,  and 
the  document  immediately  sent  to  the  Vault- 
Office-Clerk,  who,  after  duly  registering  the  same 
in  the  Vault  Day-Book,  will  cause  them  to  be 
sent   to    the  Cargo-Ledger-Clerks,    who    are    to 
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post  the  charges  to  the  account  of  the  goods  ; — 
for  third  or  subsequent  samples  of  wines  or  spirits, 
chargeable  with  duty,  and  for  which  warrants 
are  out,  the  charges  for  both  sampling  and  duty 
must  be  paid  or  carried  to  deposit  account  before 
the  samples  are  delivered. 

When  dye  and  other  wood  is  landed  belonging 
to  several  consignees,  not  distinguishable  by 
marks,  &c.  the  bills  of  lading  must  be  lodged ; 
and  the  Chief-Clerk  will,  agreeably  with  the  facts 
ascertained  from  the  bills  of  lading  and  landing 
account,  prepare  the  average  accounts,  assigning 
the  due  proportion  of  wood  to  the  respective 
consignees,  and  furnish  the  particulars  thereof 
to  the  department  where  such  wood  is  deposited, 
when  the  respective  portions  are  to  be  weighed 
off  and  placed  in  separate  piles  ;  particulars  of 
the  weight,  &c.  apportioned  to  each  consignee 
or  claimant  under  the  bills  of  lading  are  to  be 
forwarded  to  them  in  the  usual  manner. 

The  Chief-Clerk  will  extract  from  the  London 
Gazette  and  enter  into  an  alphabetical  book,  the 
names  of  bankrupt  merchants  or  traders  residing 
within  the  bills  of  mortality  who  are  known  to 
be,  or  are  likely  to  have  been,  importers  or  pur- 
chasers of  goods  in  the  Docks,  as  also  the  names 
of  the  assignees,  dates  of  certificates,  &c.  Sec, 
and  whenever  application  is  made  to  transfer  or 
deliver  goods  consigned  to  bankrupts,  or  standing 
in  tlicir  names,  the  signatures  of  the  assignees  or 
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other  proper  authority  must  be  produced  before 
the  orders  are  accepted. 

A  book  is  to  be  kept  by  the  Chief-Clerk  in 
which  all  sums  paid  to  the  credit  of  deposit  ac- 
counts are  to  be  registered  daily,  and  the  Collec- 
tor's ticket  for  the  amount  must  be  entered  and 
signed  before  the  Collector  receive  and  counter- 
sign the  ticket,  as  a  voucher  in  each  case  for  the 
sum  passed  to  the  credit  of  the  depositors. 

A  register  is  to  be  kept  by  the  Chief-Clerk  inti- 
tuled the  General  Authority  Book,  in  which  he 
will  enter  all  authorities  granted  by  importers  or 
proprietors  of  goods  to  their  clerks  or  agents 
to  sign  orders  for  tasting,  sampling,  delivery, 
transfers,  return  of  deposits,  &c.  which  orders, 
after  being  so  registered,  are  to  be  forwarded  to 
the  several  Warehouses  or  Vaults,  as  the  case 
may  require,  to  be  there  entered  in  similar  books 
kept  at  each  department ;  when  so  done  the  orders 
are  to  be  returned  to  the  Chief-Clerk  to  be  filed 
away  under  their  alphabetical  heads  and  respec- 
tive dates;  if  such  authorities  are  from  houses 
likely  to  have  tea  or  other  goods  housed  in  Cutler- 
street  Warehouses,  a  copy  is  to  be  sent  to  those 
Warehouses  for  the  guidance  of  the  officer  accor- 
dingly. He  will  also  record  in  the  same  book  any 
dissolution  of  partnership  in  firms  transacting 
business  with  the  Company,  and  note,  when 
practicable,  the  names  of  the  parties  authorized 
to  sign  for  such  old  firms,  &c.  &c.     And   when 
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such  authorities  are  cancelled,  immediate  notice 
thereof  must  be  transmitted  by  the  Chief-Clerk 
to  the  several  Departments. 

Great  care  must  be  taken  by  the  Clerks  and 
Examiners  to  secure  an  uniformity  of  practice, 
and  especially  that  no  variation  occurs  in  charg- 
ing the  rates  for  the  same  operation,  and  to 
secure  that  object  no  bill  must  be  issued  until 
it  has  been  checked  by  the  Examining-Clerk, 
and  his  initials  affixed  in  verification  of  its  accu- 
racy. The  Clerks  and  Examiners  are  referred  to 
the  various  orders  issued,  from  time  to  time, 
respecting  the  duties  of  Examiners,  and  a 
cordial  cooperation  is  desired  in  the  execution 
of  their  respective  duties  ;  and  in  all  cases  of 
doubt  the  Subordinates  will  refer  to  the  Chief- 
Clerk,  who  will,  if  necessary,  apply  to  the 
Comptroller  of  Charges  for  his  decision. 

A  book  containing  the  cost  price  of  stores  is 
kept  by  the  Chief- Clerk,  who  will  call  upon  the 
Store-Keeper,  at  least  once  in  every  three  months, 
to  examine  and  note  such  alterations  as  may  occur 
from  time  to  time. 

At  the  close  of  each  day's  business  the  cash  and 
deposit  schedule,  together  with  all  the  orders  and 
papers,  embracing  cash  and  charges,  transactions 
of  the  day  in  this  office,  are  to  be  transmitted 
by  the  Examining-Clerks  in  each  division  to  the 
Examiner's  Office,  and  the  Senior  Cargo-Ledger- 
Clerks  will  in  tliis  and  all  other  parts  of  the  busi- 
ness in  their  Office,  prevent  arrears  ;  should  they 
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however  occur,  the  Examiners  must  in  every 
instance  report  the  circumstance  to  the  Superin- 
tendent. 

The  Clerks  or  Apprentices  are  strictly  required, 
(prior  to  quitting  for  the  day),  to  examine  the 
papers  in  the  pigeon-holes  of  their  respective 
desks,  or  in  their  department,  in  order  that  no 
documents  may  be  overlooked,  improperly  re- 
tained therein,  or  left  unexecuted.  As  a  further 
precaution,  the  Senior  Clerks  of  each  division 
respectively  are,  at  least  once  in  every  week,  to 
look  through  the  whole  of  the  papers  in  the 
pigeon-holes,  drawers,  &c.  and  are  held  responsi- 
sible  for  omissions  or  neglect  arising  from  a  dis- 
regard of  this  regulation. 

All  orders  for  delivery  or  any  other  purpose 
sent  from  this  Office  to  the  Out-Door  Depart- 
ments must  be  returned  as  soon  as  they  have 
been  acted  on,  and  if  any  apparent  delay  in  the 
transmission  of  documents  takes  place,  which  may 
be  seen  by  reference  to  the  time  of  completion 
which  is  marked  on  all  orders  by  the  Foremen, 
&c.,  the  Cargo-Ledger-Clerks  are  to  request  the 
Warehouse-Keepers  or  Vault-Keepers  to  inquire 
into  the  circumstances  and  report  the  cause  and 
name  of  the  party  in  fault. 

The  abstract  of  ships'  cargoes,  when  completed 
by  the  Landing-Clerks,  are  to  be  sent  through 
the  Warehouse-Offices  to  the  Examiner  of  Land- 
ing: Accounts  in  this  Office,  who  is  to  record  the 
date  of  receipt  and  hand  them  over  to  the  Ledger- 
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Clerks,  according  to  the  alphabetical  arrangement, 
M'ho  have  charge  of  the  respective  ship  or  craft 
account,  who  are  carefully  to  compare  them  with 
the  ledgers,  and  should  any  discrepancies  appear 
they  are  to  be  sent  to  the  Landing-Clerks  at  the 
departments  from  whence  received  for  explana- 
tion or  correction  ;  the  Ledger-Clerks  will  see 
that  all  the  goods  reported  are  duly  accounted  for 
in  the  ledgers,  noting  carefully  such  as  have  been 
delivered  overside,  sent  to  the  Baggage  Ware- 
house, or  are  under  seizure,  &c.  &c  ;  and  if 
any  doubts  arise  in  their  minds,  immediate 
investigation  must  be  instituted.  When  the 
examination  is  completed,  the  Clerk  will  state 
on  the  last  folio  of  the  ship's  account  "  abstract 
of  cargo  examined,"  affixing  his  initials,  and  also 
sign  the  abstract  which  is  then  to  be  returned  to 
the  Examiner  of  Accounts  to  be  marked  off  in  his 
record  as  examined,  and  by  him  handed  over  to 
the  Accountant. 

Tables  of  Landing  Rates  and  of  Extra  Charges 
will  be  furnished  to  each  of  the  Ledger-Clerks 
for  their  guidance  in  making  out  accounts,  &c. 
and  when  any  alterations  or  additions  are  directed 
to  be  made  by  the  Secretary  or  Comptroller  of 
Charges,  the  Senior  Clerks  must  take  care  that 
they  are  duly  inserted  in  the  books  of  each  of 
the  Clerks  in  their  respective  divisions. 

When  operations  are  performed  for  which  no 
rate  is  specified  in  the  table,  the  Chief-Clerk  is 
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to  be  referred  to,  who,  in  all  cases  of  doubt  or 
difficulty,  will  confer  with  the  Comptroller  of 
Charges. 

The  Chief-Clerk  is  to  transmit  to  the  Accoun- 
tant every  quarter,  namely,  1st  of  January,  1st 
of  April,  1st  of  July,  and  1st  of  October  in  each 
year,  a  statement  of  outstanding-  rates,  charges, 
and  rent  up  to  that  period,  to  be  collated  from 
the  accounts  of  the  Ledger-Clerks  in  each  division, 
who  are  to  compute  and  extract  the  same  from 
the  Cargo-Ledgers,  &c.  into  the  books  kept  for 
that  purpose. 

Testimonials  of  character  to  parties  employed 
in  the  Company's  service  are  not  to  be  given  by 
any  of  the  Officers  or  Clerks. 

As  a  precaution  against  fire  all  the  Cargo- 
Ledgers  at  the  close  of  each  day's  business  are 
to  be  deposited  by  the  Clerks  and  Apprentices 
of  the  respective  divisions  in  which  such  books 
are  in  use  on  the  trucks  provided  for  that 
purpose,  and  to  be  covered  over  and  strapped 
down;  and,  previously  to  the  commencement  of 
business  in  each  morning,  they  are  to  be  re- 
placed on  the  desks  and  in  the  racks  by  the  same 
parties. 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  premises  of  the 
St.  Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
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or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock-Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dis- 
missal. 


G5 


INSTRUCTIONS 

TO 

THE   CLERK  AND  APPRENTICE 

IN    THE 

MANIFEST      OFFICE. 


The  establishment  in  this  Office  consists  of  the 
Chief  Clerk,  a  Junior  Clerk,  and  Apprentice. 
The  Chief  Clerk  will  sig-n  his  name  in  the  Su- 
perintendent's  Appearance  Book  one  quarter  of 
an  hour  before  the  hour  for  commencement 
of  public  business,  and  the  Junior  Clerk  and 
Apprentice  at  or  before  the  same  time  in  the 
Appearance  Book  kept  in  the  Long  Room. 

During  those  periods  of  the  year  when  the 
duties  of  the  department  will  permit,  the  ser- 
vices of  the  Apprentice  may  be  rendered  avail- 
able in  the  Warrant  Office  or  other  Departments, 
at  the  discretion  of  the  Superintendent,  or  Chief 
Cargo  Ledger  Clerk.  As  soon  as  the  Clerk  and 
Apprentice  have  signed  the  Appearance  Book  they 
will  proceed  direct  to  their  office  and  prepare 
for  business,  and  the  following  is  tlie  routine  to 
be  observed  in  daily  transactions  in  this  Office. 
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The  slate  furnislied  by  tlie  Dock  Master  to 
the  Superintendent,  containing  the  particulars  of 
vessels  which  have  entered  dock  on  the  previous 
day  or  morning  tide,  and  of  craft  with  goods  for 
landing,  should  be  obtained  from  the  Superinten- 
dent's Office  as  early  as  possible ;  and  the  names 
of  the  vessels  and  particulars  of  goods  by  craft 
which  have  entered  with  cargoes  on  board, 
forthwith  transcribed  from  the  slate  into  the 
Rotation  Books. 

The  Dock  Master's  daily  report  of  vessels  and 
craft  entering  and  quitting  the  Docks  on  the 
previous  day  will  be  transmitted  to  this  office 
before  nine  o'clock  each  morning,  and  from  which 
the  vessels  and  captains'  names  are  to  be  posted 
into  the  Ship  Ledger,  but  the  tonnage  is  not  to 
be  inserted  therein  until  the  register  or  certificate 
of  admeasurement  shall  have  been  produced. 

The  slate  is  to  be  returned  to  the  Dock  Master 
at  half-past  three  o'clock  daily,  the  Chief  Clerk 
will  note  thereon  for  his  information  the  names  of 
vessels  for  which  passes  have  been  granted  up  to 
that  time ;  those  granted  at  a  subsequent  period 
of  the  day  are  to  be  noted  thereon  in  like  manner 
on  the  following  day. 

A  copy  of  the  manifests  of  the  cargoes  of 
every  vessel  which  shall  enter  the  Docks  to  dis- 
charge, signed  by  the  captain  or  person  in 
charge,  or  duly  authorised,  is  required  by  the 
Dock-Act   to    be   lodged    in    this   office  within 
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twelve  hours  after  the  vessel  shall  have  entered 
the  basin.  Blank  forms  are  issued  by  the  Com- 
pany from  this  office  on  the  application  of  ship- 
owners, captains,  or  ship-brokers,  or  parties  re- 
quiring them;  but  if  no  form  has  been  obtained 
or  manifest  lodged  so  soon  as  the  information  of 
the  ship's  entrance  reaches  this  office,  it  being 
of  great  importance  to  ascertain  at  the  earliest 
moment  the  names  of  the  consignees  and  par- 
ticulars of  the  cargo,  the  Chief  Clerk  will 
immediately  send  on  board  and  obtain  the  same ; 
and  will  forthwith  despatch  the  usual  printed 
circular,  informing  the  parties  of  the  consign- 
ment requesting  them  to  pass  their  entries  for 
these  Docks.  The  Circular  applications  for  goods 
on  board  vessels  which  have  entered  dock  since  the 
close  of  business  on  the  preceding  day,  should  be 
despatched  not  later  than  by  the  ten  o'clock  mes- 
senger ;  those  for  Goods  on  board  vessels  entering 
during  the  current  hours  of  business  should  be  for- 
warded so  soon  as  possible  after  the  information 
has  been  obtained.  When  such  particulars,  imme- 
diately after  the  vessels  have  entered  the  dock, 
cannot  be  procured,  the  Chief  Clerk  will  forward 
a  blank  manifest  to  the  ship-owner  or  broker,  so 
that  opportunity  may  be  afforded  to  learn  the 
names  of  the  consignees,  &c. 

Manifests  should  be  carefully  examined,  when 
possible,  at  the  time  they  are  lodged  previously 
to  the  party  who  sliall  deliver  the  same  quitting 
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the  office,  so  as  to  ascertain  at  once  that  the  re- 
quisite particulars  are  inserted,  as  to  freight  on 
goods  stopped  for  the  same,  and  whether  the 
cargo  is  to  be  discharged  by  the  Servants  of 
the  Dock-Company.  The  ship's  tonnage  ought 
at  the  same  time  to  be  verified  by  the  register 
or  certificate  of  admeasurement  and  entered  in 
the  proper  place  at  the  head  of  the  manifest,  which, 
will  render  the  subsequent  production  of  the  regis- 
ter or  certificate,  at  the  time  of  paying  the  dues, 
unnecessary  ;  in  case  of  doubt  the  Dock-Master 
has  authority,  under  the  provisions  of  the  124th 
section  of  the  Dock-Act,  to  admeasure  the  vessel. 

Upon  the  receipt  of  the  manifest  it  is  de- 
sirable to  ascertain  if  the  vessel  is  full  or  not, 
whether  leaky,  and,  if  any,  what  goods  are 
to  be  stopped  for  freight,  which  particulars 
should  be  entered  on  the  manifest,  and  confirmed 
by  the  signature  of  the  ship-owner,  captain,  or 
person  in  charge  of  the  vessel. 

When  vessels  have  Cutch  on  board,  the  printed 
form  of  notice,  in  respect  to  the  extra  charge  to 
be  made  if  discharged  by  the  Company,  is  to  be 
delivered  to  the  captain,  mate,  or  other  person 
in  charge  of  the  vessel,  by  the  Junior  Clerk  or 
Apprentice  in  this  office,  and  a  record  is  to 
be  made  of  the  fact  by  him  in  the  "  Cutch 
A^ot ice- Book''  in  conformity  with  the  Minute 
of  the  23d  of  February,  1841. 

A   copy  of  such  portion    of   the    manifest  as 


69 

relates  to  Tea,  East-India  and  China,  Turkey  or 
Persian  Raw  SiJk,  Piece  Goods,  China  Ware,  and 
other  descriptions  of  produce  customarily  ware- 
housed at  Cutler-Street,  must  be  forwarded  to  that 
department  as  soon  after  the  manifest  is  received 
as  practicable. 

Applications  to  detain  goods  for  freight  sub- 
sequently to  the  manifest  being  forwarded  from 
hence  to  the  Cargo  Ledger-Office,  must  be  lodged 
at  that  department ;  printed  forms  for  that  pur- 
pose can  be  there  obtained.  • 

To  facilitate  immediate  reference  and  enable 
various  particulars  to  be  posted  up  in  the  mani- 
fest books  of  different  ships  simultaneously,  four 
books  are  kept,  the  alphabet  to  be  divided  into 
four  parts,  viz. 


A 

to 

E 

F 

35 

K 

L 

5> 

Q 

R 

55 

Z 

and  the  particulars  of  the  manifests  are  to  be 
entered  in  the  respective  books  according  to  the 
initial  letters  of  the  ships'  names,  which  latter  must 
be  immediately  posted  in  the  index  of  the  book. 
When  the  Manifest  has  been  copied,  the  par- 
ticulars not  previously  obtained  from  the  Dock- 
Master's  Report,  as  indicated  by  the  heads  of  the 
respective  columns  in  the  Ship  Ledger,  arc  to  be 
inserted  in  the  blanks ;  a  statement  must  also  be 
made  upon  the  Manifest  whether  (piayed  or  not, 
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and  if  quayed  at  what  department;  the  Manifest 
after  entry  is  to  be  forwarded  to  the  Cargo- 
Ledger-Office,  whence,  after  being  transcribed 
into  the  Ledger,  is  to  be  transmitted  to  the 
Warehouse-Keeper  of  the  department  where  the 
ship  is  quayed.  But  if  the  vessel  shall  not  have 
been  quayed  at  the  time,  the  Manifest  will  be 
returned  by  the  Cargo-Ledger-Clerk  to  this  Office 
to  be  subsequently  transmitted  to  the  Warehouse- 
Keeper  at  the  quay  where  the  ship  has  been 
appointed  to  break  bulk.  The  names  of  the 
persons  entering  the  cargo,  with  the  dates  of 
entries,  also  of  overside  entries,  must  be  inserted 
in  a  column  in  the  Manifest-Book  reserved  for 
that  purpose. 

A  Craft-Book  is  kept,  in  which  accounts  of 
goods  received  from  vessels  discharging  elsewhere 
in  the  Port  of  London  are  to  be  entered  under  the 
name  of  the  importing  ship  ;  the  particulars  to  be 
obtained  from  the  books  into  which  the  entries  are 
transcribed  by  the  Dock-Company's  Custom- 
House-Clerk  from  the  warrants  lodged  in  the  Cus- 
toms' Resfistrar's  Office.  Information  as  to  the 
place  of  landing  is  to  be  obtained  from  the  Super- 
intendent's Office,  and  a  Craft-note,  prepared  in 
the  form  prescribed,  and  transmitted  to  the  Cargo- 
Ledger-Office  for  entry,  from  whence  it  will  be 
sent  to  the  department  where  the  goods  are  to  be 
landed. 

The    Clerk  of    the  Entries    attached    to    the 
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Superintendent's  Office,  after  the  arrival  of  each 
messenger  from  the  Custom-House,  must  lodge 
in  this  Office,  the  books  in  which  such  entries 
are  copied  from  the  Customs'  Warrants  with 
the  utmost  despatch ;  and  the  former  must 
keep  a  vigilant  eye  to  the  Manifest-Books  and 
Craft-Book  as  a  check  so  that  no  delay  take 
place  in  inserting  the  enterers'  names  therein. 

The  book,  containing  the  particulars  of  entries 
which  arrive  daily  by  the  last  Customs'  Messenger 
from  the  Custom-House  at  four  o'clock,  should 
be  lodged  in  this  office  immediately  after  the 
commencement  of  business  on  the  followinof 
morning. 

The  Dock-Company  are  authorized,  under  the 
10th  sec.  of  the  Act  10  Geo.  IV.,  cap.  1,  to 
enter  goods  for  which  no  Customs'  Order  shall 
have  been  lodged  on  board  the  vessel  within 
forty-eight  hours  from  the  day  on  which  the 
cargo  of  such  vessel  shall  have  been  reported  at 
the  Custom-House ;  so  soon  therefore  as  that 
period  shall  have  expired,  the  Chief  Clerk 
will  in  each  case  examine  the  Manifest-Book, 
and  extract,  on  the  form  prescribed,  the  parti- 
culars of  all  goods  unentered,  and  forward  the 
same  to  the  Clerk  of  the  Entries,  and  if  any 
cases  of  doubt  should  arise,  will  take  the  instruc- 
tions of  the  Superintendent  or  Assistant ;  but 
care  must  be  taken  not  to  resort  to  this  expedient 
unless  absolutely  necessary  nor  when  calculated  to 
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give  offence  to  houses  who  from  well-known  con- 
nexions invariably  land  their  goods  elsewhere. 
Baltic  produce  out  of  time,  of  which  consignees 
are  not  known,  is  not  to  be  entered  without 
previously  affixing  a  notice  in  the  Baltic  Coffee- 
house, to  be  there  publicly  posted  for  the  infor- 
mation of  the  parties  interested  ;  and  if  no  in- 
formation be  received  after  the  further  expiration 
of  twenty-four  hours,  the  entry  must  then  be 
passed  by  the  Company.  All  entries  passed  by 
the  Company  must  be  written  off  in  red  ink  in 
the  proper  column  of  the  Manifest-Book. 

When  entries  are  received  for  goods  on  board 
vessels  in  dock  previously  to  the  Manifest  being 
deposited  with  the  Company,  a  copy  must  be 
forwarded  to  the  department  where  the  ship  is 
quayed  or  the  intended  place  of  discharge,  which 
latter  information  can  be  obtained  from  the 
Assistant  Superintendent. 

When  overside  orders  are  put  on  board,  the 
Wharfinger  at  the  department  where  the  vessel  is 
stationed  will  immediately  transmit  a  notice  there- 
of, on  the  usual  printed  form,  to  this  Office,  which 
is  to  be  entered  in  the  Manifest-Book  in  red  ink  ;  if 
the  goods  are  consigned  to  order,  the  Chief  Clerk, 
by  reference  to  the  mark  or  shipper  of  the  goods, 
is  to  insert  such  further  information  as  may  lead 
to  a  discovery  of  the  consignees,  and  with  that 
view  he  will  make  inquiry  at  the  Cargo-Ledger- 
Oihce  or  other  department,  as  circumstances  may 
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suggest ;  he  will  then,  with  as  little  delay  as 
possible,  transmit  the  document  to  the  Secretary's 
Office. 

No  Customs'  entry  is  required  for  coasters, 
except  there  be  any  spirits  on  board  or  foreign 
goods  removed  by  Customs'  order  or  under  bond, 
in  which  case  the  necessary  forms  with  the  Re- 
venue must  be  gone  through  by  the  owner  or 
consio;nee. 

The  Assistant  Superintendent  will,  day  by  day, 
supply  the  information  of  the  place  assigned  for 
the  discharge  of  ships  and  craft;  the  dates  of 
breaking  bulk  and  final  discharge  is  to  be 
taken  every  morning  from  the  Superintendent's 
report. 

A  book,  called  a  Rotation  Book,  is  kept,  in 
which  must  be  entered  the  ship's  name,  Sec.  as 
soon  as  information  is  received  of  her  entrance 
into  dock  and  when  a  Rotation  No.  will  be  imme- 
diately assigned  to  her;  the  particulars,  as  de- 
noted by  the  heading  of  the  respective  columns 
in  this  book,  must  likewise  be  inserted.  For 
goods  received  by  craft  the  letter  C,  and  if  by 
land  carriage  letter  L,  is  added  to  the  Rotation  No., 
which  is  to  be  given  as  soon  as  the  entry  or  the 
first  parcel  of  goods  is  received  in  dock  from  the 
importing  ship. 

An  alphabetical  book  in  the  form  provided 
must  be  kept  to  contain  the  names  of  all  vessels 
entering  inwards,  which  must  be  closely  posted 
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up   by  the  Apprentice,  day  by  day,  and  placed 
on  the  table  at  the  west-end  of  the  Long  Room. 

Goods  received  by  land  carriage  or  inland 
navigation  are  to  be  entered  in  the  Craft  Book 
and  housed  in  the  names  of  the  parties  vv4io  send 
them  in,  the  place  of  deposit  will  be  determined 
by  the  Superintendent,  when  the  receiving  note 
■which  contains  the  particulars  of  the  goods  is  to 
be  numbered  and  then  returned  to  the  party  pre- 
senting it,  who  will  lodge  it  for  registration  in 
the  Cargo-Ledger-Office,  and  afterwards  take 
it  to  the  department  where  the  goods  are  ordered 
to  be  deposited. 

All  charges  applicable  to  ships  are  to  be  fur- 
nished from  this   office,    they  consist  chiefly  of 

Rates  for  tonnage  on  vessels. 

Discharging  cargoes, 

Rent  after  expiration  of  privilege, 

Extra  labour  on  board, 

Kentledge  supplied. 

Water  supplied, 

Transporting  vessels. 

Freight  books, 

Cut  casks, 

Outward  dues  on  vessels. 
The  tonnage  rate  is  to  be  charged  agreeably  to 
the  admeasurement  under  the  Act  6th  Will.  4, 
cap.  57,  or  any  other  Act  passed  subsequently, 
and  the  rates  for  discharging  (when  vessels  are 
reported  full,)  on  the  like  tonnage  at  the  breaking 
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bulk, — and  the  rent  calculated  from  the  expira- 
tion of  the  privilege. 

These  particulars  must  be  posted  in  the  Ship 
Ledger,  as  likewise  any  additional  charges  for 
extra  labour,  and  of  which,  wherever  incurred, 
notice  is  to  be  forwarded  to  this  office  from  the 
Out-Door  departments. 

When  such  accounts  are  received,  the  Clerk 
or  Apprentice  will  sign  for  them  in  the  books  kept 
for  that  purpose  at  the  Out-Door  departments 
respectively  which  must  invariably  accompany 
the  Accounts,  the  amount  must  be  immediately 
posted  in  the  Ledger,  to  the  ships'  account. 

Whenever  the  rate  for  discharging  a  vessel  is 
determined  by  the  respective  quantities  of  goods 
on  board,  or  she  is  reported  and  proved  to  be 
"  not  full,"  application  must  be  made  from  this 
office  to  the  Out-Door  department  where  she  is 
stationed,  and  a  statement  must  be  furnished  by 
the  Warehouse-keeper  from  which  the  rates  will 
be  calculated. 

For  dues  on  vessels  entering  to  load  out  when 
the  rates  to  be  charged  depend  on  the  quantity 
shipped  from  the  premises  of  the  Company,  the 
Wharfingers  at  the  various  departments  will 
make  a  return  to  this  office  of  the  number  of 
tons  of  goods  put  on  board. 

All  bills  issued  from  this  department  must  be 
signed  by  the  Chief  Clerk  or,  in  his  unavoidable 
absence,  by  the  Chief  Cargo-Ledger  Clerk,  and 
are  to  be   ent£red   on    a   schedule  in   the  usual 
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manner,  and  will  be  checked   in   due   course  by 
the  Examiner. 

The    passes   for  vessels    must   be    si^^ned    by 
one  of  those  officers  who,  previously  to  doing  so, 
will  satisfy  himself  that  all  the  charges  accrued  on 
the  vessel   have  been  paid   or  carried  to  deposit 
account,  or  that  an  order  has  been  given   under 
the   special  authoiity  of  the  Secretary  or  Super- 
intendent for  a  pass  to  be  granted  on  the  written 
engagement  of  the  owner,  broker,  Sic,  to  pay  the 
rates;  or  under  special  circumstances,  in  which 
case  it  is  to  be  stated  in  the  column  for  remarks 
in  the  Ship's  Ledger,  and   the   Chief  Clerk  will 
take  subsequent  instructions  of  the  Secretary  or 
Superintendent    as    to    forwarding   the  bill   and 
procuring  payment. 

The  production  of  the  receipt  of  the  Collector 
or  certificate  of  the  Deposit-Ledger  Clerk  (un- 
less in  special  cases  previously  referred  to)  must 
be  required  before  any  pass  is  signed  ;  in  the 
absence  of  such  evidence  he  must  refer  to  the 
Collector's  office,  in  which  case  the  pass  must  be 
enclosed  to  the  Dock  Master  marking  upon  it  the 
date  of  payment  and  number,  or  authority. 

Whenever  application  is  made  for  a  Freight 
Book  it  must  be  numbered  and  entered  in  a 
Register  Book  kept  for  that  purpose,  and  instruc- 
tions for  preparing  the  book,  forwarded  to  the 
several  departments  in  the  Docks  or  at  Cutler- 
street  where  the  goods  have  been  landed  or 
housed,  and  care  must  be  taken  that  no  unneces- 
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sary  delay  in  preparing'  the  document  takes  place 
at  the  Out-Door  departments ;  to  obviate  which 
the  Chief  Clerk  will  run  his  eye  daily  over  the 
Register-Book,  and  take  the  necessary  steps  to 
ensure  the  completion  of  them.  The  book  will 
be  given  to  the  applicants  when  complete,  accom- 
panied by  a  bill  of  the  amount  of  charge  which 
must  be  duly  entered  on  the  schedule  which 
will  be  checked  in  the  usual  course  by  the  Ex- 
aminers. If  instructions  are  given  to  that  effect 
by  a  person  duly  authorised,  the  charge  may  be 
carried  to  the  ship's  account  in  the  Ledger. 

No  erasures  are  permitted  to  be  made  with  the 
knife  in  any  of  the  books,  but  if  any  alteration 
is  necessary,  a  line  in  red  ink  is  to  be  drawn 
through  the  erroneous  entry  with  a  pen,  and  the 
correct  amount  inserted  in  lieu  thereof. 

The  Chief  Clerk  in  this  office  will  transmit  to 
the  Chief  Cargo-Ledger-Clerk  on  the  last  day  of 
each  quarter  an  account  of  all  the  charges  out- 
standing at  that  time  for  rates  and  charges  on 
vessels. 

A  book  is  to  be  kept  in  which  the  importing 
ships  and  their  tonnage  entering  dock  are  to  be 
inserted,  classified  according  to  the  ports  or 
places  from  whence  they  arrive  ;  so  that  a  return 
can  be  made  at  any  time  of  the  number  of 
vessels  and  total  amount  of  tonnage  arriving 
from  each  place  so  specified.  This  book  should 
be  kept  closely  posted  up  to  be  available  for  the 
information  of  the  Secretary  whenever  required. 


The  following  classification  has  been  adopted, 

Sweden  and  Denmark 

Netherlands  and  Germany 

Russian  and  Baltic  Ports 

France 

Portugal 

Spain 

Mediterranean 

Western  Africa  and  Canaries 

West  Indies 

North  America 

South  America 

Cape  of  Good  Hope,  including  Algoa  Bay 

Mauritius 

East  Indies 

China 

Australia 

United  Kingdom. 
Two  slates  are  kept  in  this  office,  one  of  which 
to  contain  the  names  of  all  vessels  entering  in- 
wards or  loading  outwards  in  dock,  and  which 
is  affixed  on  the  external  part  of  the  screen  in 
the  Long  Room,  near  the  entrance-door  from  the 
lobby. 

The  other  slate  contains  the  names  of  vessels 
loading  outwards  and  where  berthed,  for  the 
information  of  the  public,  and  is  left  with  the 
Gate-Keeper  at  the  front  entrance  of  the  Dock- 
House.  These  slates  are  to  be  posted  day  by  day 
the  first  thing  in  the  morning. 

Sundry  subsidiary  books  are  kep^,  viz. 
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A  red  book  containing  the  particulars  of  letters 

forwarded  to  consignees  and  others. 
A    rotation    book     for    the    information    of    the 
Customs,    containing  the   rotation   No.,  name 
of    inward    vessel,     the   captain's   name,    and 
from  whence,  which  book  is  sent  up  from  the 
Customs'  Registrar's  Office  daily  for  the  parti- 
culars to  be  inserted  therein. 
A  rotation  book  containing  like   particulars    for 
the  use  of  the  Superintendent's  Office,  and  in 
which  is  likewise  noted  whether  the  cargo  is 
entered  in  the  whole  or  in  part  for  landing  or 
overside,  as  the  case  may  be. 
A  list   of    shipowners    and    brokers    in   London 

and  their  addresses. 
A  list  of  ships  expected  to  arrive  in  dock. 
A  book  containing  a  copy  of  any  general  or  com- 
parative statements  or  returns  rendered  to  the 
Secretary  from  time  to  time. 
A  rouo^h  manifest  memorandum  book  to   contain 
any  information   relating   to  cargoes  obtained 
from  the  captain  or  other  source  previously  to 
the  authenticated  copy  of  the  ship's  manifest 
being  lodged. 
A  general  instruction  book,  being  a  transcript  of 
all  minutes  issued  from  the  Secretary's  Office 
in  any  way  relating  to  matters  connected  with 
the  business  of  this  department. 
The  principal  duties  appertaining  to  this  office 
having    thus   l)cen   detailed,    the    importance    of 
proniptitii(h'    in    obtaining    early   information    in 
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respect  to  ships'  cargoes  and  consignments,  and 
immediately  taking  steps  to  secure  the  goods, 
cannot  be  too  strongly  impressed  on  the  Clerks 
in  this  office,  as  likewise  that  no  time  be  lost  in 
forwarding  to  the  Secretary  notices  of  overside 
orders  being  lodged  with  all  the  particulars  that 
can  be  collected  relative  thereto. 

The  Chief  Clerk  will  promptly  render  ac- 
counts or  statements  required  by  the  Secretar}^, 
he  is  not  to  permit  any  arrears  of  business,  and 
will  immediately  communicate  with  the  Superin- 
tendent when  any  delays  take  place  in  transmitting 
the  Customs'  entries  or  other  necessary  informa- 
tion as  required  to  this  office.  In  cases  of  doubt 
or  difficulty  he  will  consult  w^ith  the  Chief  Clerk 
in  the  Cargo-Ledger-Office,  or  if  necessary  with 
the  Superintendent,  who  will  if  expedient  take 
further  instructions. 

No  Officer  or  Servant  of  the  Company  is 
allowed  to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  premises  of  the 
St.  Katharine  Dock  Company. 

Fines  will  be  imposed  for  want  of  punctuality 
or  disobedience  of  the  Bye-Laws,  Rules,  Orders, 
Regulations,  and  Instructions; — irregularity  will 
be  punished  by  suspension,  and  if  become  habi- 
tual, by  dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  an}^ 
refreshment  on  ship-board,  on  pain  of  dismissal. 


INSTRUCTIONS 

TO    THE 

CLERKS 

IX    THE 

WARRANT-OFFICE. 


The  Chief-Clerk  is  to  sign  his  name,  daily,  in 
the  Superintendent's  Appearance-book  a  quarter 
of  an  hour  prior  to  the  time  fixed  for  the  com- 
mencement of  public  business  ;  the  other  Clerks 
or  Apprentices  belonging  to  this  office  will  sign  at 
or  before  the  same  period  in  a  similar  book  kept 
by  the  Chief-Clerk  in  the  Long-Room.  The  time 
of  their  departure  at  the  close  of  public  business 
daily  will  be  regulated  by  the  exigences  of  the 
service. 

All  warrants  and  weig^ht-notes  are  com- 
pleted  in  this  Office,  and  those  for  goods  de- 
posited in  the  Dock  issued  to  the  public  from 
hence ; — such  as  are  applicable  to  merchan- 
dize housed  in  the  Uptown  Warehouses  will  be 
transmitted  complete  for  entry,  &c.  to  the  Tea 
or  General  Office  at  Cutler-street  Warehouses, 
as  the  case  may  be,  and  will  be  there  delivered 
to  the  proprietors  of  the  goods  or  their  authorised 
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agents;  and,  except  in  very  special  cases,  such 
as  when  prime  warrants  are  required,  (and  then 
only  on  particular  application,)  warrants  will 
not  be  granted  for  goods  until  they  have  been 
weighed,  gauged,  tallied,  or  examined,  and  piled 
or  housed.  When  a  deviation  from  this  rule 
takes  place  and  the  goods  in  question  remain 
on  the  quay,  the  fact  is  to  be  stated  on  the  war- 
rant, which  are  then  called  Quay  Warrants,  and 
the  date  inserted   when   the   o-oods   will  become 

o 

liable  to  the  charge  for  housing. 

In  special  cases  prime  warrants  are  issued  at 
the  request  of  the  merchant  for  whole  marks, — 
parcels, — or  bulks  of  goods,  previously  to  their 
being  weighed,  &c. ;  in  such  cases,  however, 
subject  to  previous  sanction  only,  and  when  the 
goods  are  subsequently  worked  and  lotted  the 
original  or  prime  warrant  must  first  be  lodged 
with  the  Company  and  cancelled  previously 
to  the  ordinary  warrants  being  made  out,  which 
latter  are  to  be  deemed  original  warrants,  and  no 
charge  made  for  them.  It  not  being  contemplated 
that  partial  deliveries  should  be  made  by  virtue 
of  such  prime  warrants,  any  applications  for  such 
a  purpose  should  be  discouraged. 

A  printed  request  is  inserted  on  the  landing 
and  gauge  slips  of  all  goods  not  lotted  in 
ordinary  course  of  practice  by  the  Dock  Com- 
pany, soliciting  the  proprietors'  directions  in 
whose  name   the    goods    (for    which    Warrants 
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shall  be  required)  are  to  be  made  deliverable 
in  the  warrant ;  and  the  number  of  packages  or 
quantity  of  the  merchandize  to  be  inserted  upon 
each.  Printed  forms  of  orders  for  warrants  or 
weight-notes  may  be  obtained  at  this  office,  but  no 
warrant  must  be  issued  until  the  order  has  been 
examined  and  its  accuracy  certified  by  a  Clerk 
in  the  Cargo-Ledger  or  Tea  Office,  as  the  case 
may  be,  who  must  note,  in  red  ink,  upon  the 
order  if  charges  are  due,  or,  if  the  goods  are 
stopped  for  freight,  or  by  the  Marshal  of  the  Ad- 
miralty, both  or  either,  or  if  any  other  impedi- 
ments to  delivery  exist  or  additional  authority  be 
required.  The  warrants  will  then  be  imme- 
diately made  out,  or  if  already  prepared,  must 
be  completed,  and  sent  to  the  Cargo-Ledger- 
Office  for  entry  in  the  ledger,  and  are  then  to 
be  signed  by  the  Chief-Clerk  in  the  Warrant- 
Office,  or  in  his  absence  by  some  person  on  his 
behalf  specially  authorised  by  the  Secretary, 
The  documents  may  then  be  issued  provided 
all  impediments  noticed  upon  the  order  by  the 
Ledger-Clerk  are  removed,  and  a  receipt  for  the 
Warrants  given  on  the  order  by  the  party  to 
whom  they  are  delivered. 

Original  warrants  as  far  as  practicable  are  to 
bear  consecutive  numbers,  which  must  be  en- 
dorsed upon  the  order  for  the  warrants. 

When  goods  are  received  in  bond  from  out- 
ports,  or  returned  from  a  foreign  port  and  landed 
under  "  bill  of  store,"  the   name  of  the  original 
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importing   ship,    captain,  and  port  from  whence 
must  be  inserted  upon  the  warrant,  which  should 
also  express  whether  the  goods  have  been  received 
coastwise, — by  land  carriage — or  inland  naviga- 
tion, as  the  case  may  be.    These  particulars  are  to 
be  obtained  from  the  Customs'  documents  which 
accompany   the  goods,   or  are  lodged  with  the 
Customs  in  the  Deckhouse.    When  Warrants  are 
required  for  goods  which  have  been  received,  duty 
paid,  as  the  Dock-Company  have  no  official  record 
or  knowledge  of  their  previous  history,  no  parti- 
culars are  to  be  inserted  in  the  Warrants  which 
shall  commit  the  Company  to — origin, — descrip- 
tion of  contents,  or  to  the  quality  or  the  character 
of  such   goods,    unless   usual  examination  takes 
place;  and  the  same  regulation  will  apply  to  other 
foreign  goods  not  landed  from  the  importing  ship 
Warrants  are  not  to  be  issued  for  portions  of 
Goods  in  bulk  liable  to  wastage,  without  special 
authority  being  first  obtained  from  the  Superin- 
tendent, and  then  only  upon  the  separate  quanti- 
ties being  repiled. 

When  goods,  for  which  Warrants  have  been 
issued,  are  to  be  reweighed,  such  Warrants  must 
be  lodged  and  the  reweights  inserted  thereon, 
the  Chief- Clerk  in  the  Warrant-Office  will  affix 
his  initials,  and  the  word  "  reweight"  must 
be  inserted  at  the  head  of  the  column  containing 
the  reweights,  and  the  date  of  reweighing  is 
likewise  to  be  specified,  or  the  party  may  have 
new  warrants.    When  goods  have  been  repacked, 
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or  any  alteration  takes  place  in  the  contents  of 
the  original  packages,  the  original  warrants 
(which  are  required  to  be  previously  deposited) 
must  not  be  re-issued,  but  in  such  case  no  charge 
is  to  be  made  for  the  new  warrants.  In  these 
cases  the  original  dock  or  sale  lot  must  not  be 
inserted.  When  the  reweight  of  goods  has  been 
taken  by  the  Customs  the  landing-weight  is  to  be 
omitted,  but  when  the  Customs  do  not  reweigh 
the  weight  on  which  duty  is  payable  is  to  be  in- 
serted on  the  warrant  in  addition  to  the  reweights. 

In  respect  to  goods  put  up  a  second  time  for 
sale  and  relotted,  such  as  lacquered  ware,  piece 
goods,  &c.  the  Customs  recognizing  only  the 
original  broker's  lot,  the  warrant  must  corres- 
pond with  such  designation  unless  the  sanction 
of  the  Revenue  is  obtained  to  the  alteration 
whenever  required. 

All  samples  drawn  from  fine  and  valuable 
goods  subsequently  to  weighing  must  be  written 
off  on  the  warrant.  Warrants  are  not  to  be  issued 
for  any  goods,  baggage,  or  other  articles  housed 
in  the  Baggage  Warehouse,  or  for  goods  deposited 
in  bond  in  that  building  ;  except,  upon  special 
authority, — if  such  documents  are  required,  the 
merchandize  in  bond  may  be  removed  to  one  of 
the  dock  warehouses,  and  such  documents  may 
then  be  granted. 

Warrants  for  Wines  or  Spirits  in  cases  are  not 
to   express     the    number    of    bottles    contained 


86 

therein,  nor  quality  of  the  wine,  but  the  number 
of  bottles  taken  out  for  tasting  or  sampling  is  to 
be  indorsed  thereon. 

The  broker's  cataloQ:ue  of  sale  with  directions 
must  be  lodged  at  this  office  when  warrants  and 
weight-notes  are  required  for  goods  sold  at  public 
sale.    If  the  sale  prices  are  required  to  be  inserted 
on  the  warrant  they  must  be  stated  on  the  catalogue 
and  certified  by  the  selling-broker.    As  a  general 
rule,   the  separate  weight  of  each  package  is   to 
be  stated  on  the  weight-note,  and  the  whole  to 
be    compared   with    the   warrants   previously  to 
their  being  delivered.     All  subsequent  transfers 
can  be  effected  only  by  lodging  the  warrants  in 
the    Cargo-Ledger-Office,    accompanied   by   the 
weight  notes   if  not  expired,   and  necessary  in- 
structions in  writing  by  endorsement  or  otherwise, 
when  new  transfer  or  sale  warrants,  as  the  case 
may  be,  and  weight-notes,  if  desired,  will  be  fur- 
nished, or  the  goods  held  to  the  order  of  the  trans- 
ferree  in  accordance  with  such  instructions.     The 
original  warrants  and  weight-notes  (if  the  latter 
are  not  expired)  in  such  cases  to  be  cancelled. 
If  the   goods   are    to   be   transferred,    the   Dock 
Company's  charges  must  be  paid  up  to  the  time 
of  transfer  taking  place. 

Warrants  may  be  subdivided  for  the  conveni- 
ence of  the  holders,  on  receiving  instructions  as 
to  the  number  of  packages  or  quantity  to  be  con- 
tained in  each  new  warrant,  and  the  goods  previous- 
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ly  ascertained  to  be  in  deposit,  or  will  be  granted 
on  the  order  of  the  proprietor  or  last  endorsee  for 
the  portions  remaining  undelivered,  in  which  case 
the  Ledger- Clerk  must  ascertain  that  all  previous 
deliveries  by  intermediate  sub-orders  have  been 
endorsed  upon  the  original  warrant  and  charges 
paid. 

In  respect  to  Wines  and  Spirits  all   orders   for 
original  warrants  and  all  divided  or  transfer  war- 
rants, in  virtue  of  which  new  warrants  have  been 
issued,  are  to  be  entered  in  a  book  kept  for  that 
purpose,     and    after    being    compared     by    the 
Examiner,    must  be  transmitted  to   the   Cargo- 
Ledger-Clerk  the  morning  after  they  are  issued, 
who   will    sign    a  receipt  for  the  same    in    the 
book,    the   transfers    are    to  be   then   forwarded 
by  him,  after  due  entry  made  in  the  ledger,  to 
the  Vault-Office   where  they   will   be  registered, 
and  from  thence  returned  to  the  Warrant-Office 
written  off  in  the  same   book  as  complete,  and 
transmitted    to   the  Cargo-Ledger-Office   for  the 
purpose  of  being  filed   away  under  their  respec- 
tive dates,  prior  to  which  they  must  be  cancelled. 
All  cancelled  warrants,  by  virtue  of  which  new 
ones  have  been  issued, — and  orders  for  warrants, 
for  goods  other  than  Wines  or  Spirits,  are  to  be 
transmitted   the   following   morning   after   being 
checked  by  the  Examiner,  direct  to  the  Cargo- 
Ledger-Office  to  be  written  off  and  filed  away. 

No  charge   is   made  for  original  warrants,   but 
for  transfer  or  second  warrants,  and  for  all  weight- 
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notes  the  following  rates  are  applicable,  and  are 
to  be  paid  previously  to  their  being  delivered  : — 

s.     d. 
For  1   or    2  casks  or  packages  0 


3  „     4 

5  to    7 

8  „  10 

11   „   15 

16  „  20 

21   „  25 

26  „  30 

31  „  35 

36  „  40 

41   „  45 

46  and  upwards 

Bulk  goods  per  ton 

0 

1 

0 

2 

0 

3 

0 

4 

0 

5 

0 

6 

0 

7 

0 

8 

0 

9 

0 

10 

0 

11 

1 

0 

0 

2 

Weight-notes  each     0     6 

The  particulars  of  charge  are  to  be  entered  in 
the  column  of  the  Transfer  Warrant-book 
specially  allotted  for  that  purpose,  and  a  bill 
thereof  furnished  to  the  party  upon  the  production 
of  which,  receipted  by  the  Collector,  the  warrants 
or  weight-notes,  both  or  either,  will  be  issued,  no 
impediment  existing. 

No  order  in  which  there  is  an  interlineation, 
erasure,  or  other  alteration,  can  be  accepted 
unless  the  signature  of  the  party  signing  the 
order  be  likewise  affixed  thereto,  nor  is  any 
warrant  or  weight-note  in  which  there  is  any 
erasure,  addition,  or  alteration  to  be  originally 
issued  to  the  public,  alterations  only  are  allowed 
in  the  same  after  issue  in  the  cases  hereinafter 
provided  for,  (see  page  92,)  such  alterations 
being  made  and  certified  by  competent  authority. 

The  following  books  are  kept  in  the  Warrant- 
Office  : — the  Original  Warrant-Order-Book,  the 
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Transfer- Warrant- Book,  and  the  Preparatory  or 
Day-Book.  In  the  Original  Warrant-Order- 
Book  the  orders  for  warrants  are  to  be  entered 
as  soon  as  received  from  the  Cargo-Ledger  or 
Tea  Offices,  and  the  numbers  and  quantity  of 
the  warrants  granted  in  virtue  of  them,  inserted 
in  the  column  applicable  to  that  purpose.  The 
letter  P  to  be  placed  against  the  entry  to  denote 
that  they  are  in  the  course  of  preparation,  the 
letter  C  when  complete,  the  letter  D  and  the 
date  when  delivered.  In  the  Transfer-Warrant- 
Book  the  particulars  of  original  warrants  lodged 
to  be  transferred  or  divided  are  to  be  entered, 
and  the  consecutive  numbers  of  the  warrants 
made  out  in  exchange.  A  new  series  to  com- 
mence every  month. 

The  Preparatory  or  Day-Book  is  to  contain 
an  extract  from  the  Manifest  or  Craft  Book, 
&c.  of  the  goods  for  which  warrants  are 
required,  or  particulars  of  goods  received  by  in- 
land carriao;e,  too-ether  with  the  names  of  the  en- 
terers,  or  of  the  parties  sending  in  the  goods,  as  the 
case  may  be, — the  numbers  and  quantities  of  war- 
rants or  weight-notes;  the  names  of  the  Landing- 
Clerks  to  whom  they  are  delivered,  by  whom  the 
quantity  so  received  must  be  duly  accounted  for. 

The  blank  warrants  are  bound  in  books  with  a 
margin  containing  a  counterpart  of  the  leading 
particulars,  both  are  to  be  numbered  consecu- 
tively,   and    on    the    last    counterpart    of    each 
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respective  parcel  issued,  the  ship  and  goods  and 
other  necessary  particulars  are  to  be  stated.  If 
warrants  are  spoiled  the  fact  must  be  noted  on 
the  corresponding  counterpart,  and  others  sub- 
stituted from  the  book  containino;  unnumbered 
warrants.  Warrants  filled  up  but  not  applied 
to  the  purposes  originally  designed  are  to  be 
written  off  on  the  counterparts  and  registered 
when  subsequently  delivered.  Warrants  and 
weight-notes  for  Indigo  being  generally  required 
immediately  after  the  sale  has  taken  place  must 
be  previously  headed  and  prepared  as  far  as 
practicable.  The  weight- notes  are  to  be  filled 
up  at  the  Landing-Scale,  and  from  which  the 
weights  are  inserted  in  the  warrants  in  this 
office,  the  samples  endorsed  are  to  be  checked 
with  the  entry  in  the  Sale-Ledger,  when  the 
words  (inserting  the  quantity)  "  lbs.  duty 

paid"  are  to  be  stamped  on  the  warrants. 

Warrants  for  Wines  and  Spirits  are  to  be  pre- 
pared from  the  Ganger's  Book  so  soon  as  the 
orders  are  received  from  the  Cargo-Ledger- 
Office.  The  name  of  the  importing  ship  or  ships 
is  not  to  be  ex-pressed  on  warrants  for  vatted 
Wines  or  Spirits,  but  in  lieu  thereof,  the  words 
"  vatted  by''  and  the  date  of  vatting  and  rotation 
number  is  to  be  inserted  and  the  warrants  headed, 
in  red  ink,  "  Vatted  Wines,  or  Spirits,"  as  the 
case  may  be. 

Warrants  for  Brazil  or  Havannah  Suo^ars  are  to 
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be  made  out  from  the  lotting  paper  to  be  fur- 
nished by  the  broker.  For  Havannah  chests  a 
Lotting-Book  containing  the  number  and  weight 
of  each  chest  in  a  lot  is  prepared  at  the  same 
time,  which  when  complete  and  the  totals  care- 
fully compared  with  the  Landing-Book,  is  to  be 
transmitted  to  the  warehouses  where  the  deliveries 
will  be  effected  by  reference  to  such  Lotting-Book. 
Warrants  and  weight-notes  for  Tea  put  up  to 
Public  Sale  are  prepared  from  the  Brokers'  cata- 
logues and  according  to  the  proprietor's  instruc- 
tions, previously  examined  and  certified  as  regards 
accuracy  of  the  marks,  lots,  numbers,  and  tares  in 
the  Tea-Office,  and  the  preparation  of  these  pa- 
pers should  commence  as  soon  as  the  catalogue 
can  be  obtained.  The  particulars  indicated  by  the 
columns  and  spaces  in  the  forms  are  to  be  in- 
serted, the  warrants  being  made  out  by  one  clerk 
and  the  weight-notes  by  another,  each  using  sepa- 
rate catalogues  when  practicable,  both  documents 
are  to  be  carefully  checked  and  verified  by  the 
Clerks'  initials.  The  reweights  are  to  be  filled  in 
by  the  Clerks  who  reweigh  the  goods  at  the  Tea 
Department.  When  complete  they  are  to  be  sent 
to  the  Tea-Office,  Cutler-street.  Weight-notes 
prepared  in  anticipation,  but  not  required  to  be 
issued,  nmst  be  cancelled  and  attached  to  the  war- 
rant-orders. Cancelled  warrants  to  be  attached  to 
the  delivery-orders.  As  an  exception  to  the  general 
rule   in  respect  to  retaining  documents  on  vvhicli 
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partial  deliveries  have  taken  place,  weiglit-notes 
for  Tea,  previously  certified  by  the  Clerk,  are  re- 
issued  fiom    the   Tea-Office    to    the   proprietor, 
upon    the    deposit    of    the    warrants,    and     the 
packages     delivered    being    previously    crossed 
through  with  ink,   but  the  parties  may,  as  in  the 
case    of    other    goods,    obtain    new    or    transfer 
warrants  at  their  option,  and,  if  the  prompt  has 
expired,   new  weight-notes   to   correspond    with 
the    Warrants.      Corresponding  alterations  may 
be    made     in    Warrants    and    the    weight-notes 
appertaining   to   the  same  goods  of  the  period 
ivhen  rent  is  to  commence,   but  for  that  purpose 
both  documents   must  be  produced  at  the  same 
time.     An  alteration  of  the  prompt  upon  appli- 
cation of  the   holder  of  a  Warrant  may  be  made 
therein    by   the   proper    Dock-authority,    a   new 
Weight-note  in  such  case  to  be  taken  out  by  the 
holder;  but  no  such  alteration  is  to  be  permitted 
in  a  Weight-note.     Warrants  for  Piece  Goods  are 
prepared  from    the  Broker's  catalogue  and    pro- 
prietor's   instructions,    certified    by    the  Super- 
intendent of  the  Silk   Piece  Goods'  Department. 
When  the  documents  are  complete,   they  will  be 
forwarded    to    the   General-Office,   Cutler-street, 
for  delivery. 

Upon  delivering  blank  warrants  to  the  Land- 
ing-Clerks for  filling  up,  the  Chief-Clerk  will  be 
guided  as  to  the  description  of  warrant  (sale  or 
ordinary)  applicable  to  each  description  of  mer- 
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chandise  by  the  practice  of  the  respective 
trades,  &c.  An  accurate  check  must  be  kept  of 
the  due  appropriation  of  such  warrants,  which 
are  to  be  transmitted  to  this  office  as  the 
weighings  proceed,  at  the  hours  of  twelve  and 
four  daily.  The  Landing-Clerks — Clerks  or 
Apprentices  engaged  in  the  Landing  Department 
are  to  present  themselves  to  the  Chief-Clerk  at 
the  close  of  business  daily,  agreeably  to  the 
directions  to  that  effect. — See  Instructions  to  the 
"  Landing-Clerk." 

The  heading  of  warrants  and  weight-notes 
being  principally  prepared  by  the  Dock  press, 
great  care  must  be  taken  to  furnish  accurately  the 
necessary  particulars,  and  a  proof  should  be  struck 
off  in  each  case  and  compared,  and  certified  by 
the  Warrant-Clerk,  previously  to  the  whole  parcel 
being  printed. 

It  not  being  practicable  within  the  limits  as- 
signed for  these  Instructions  to  enter  into  a  more 
minute  detail  of  the  immediate  or  subordinate 
duties  to  be  performed  in  this  department,  the 
Chief-Clerk  and  other  Clerks  or  Apprentices  in 
this  branch-  of  the  establishment  must  iruide 
themselves  generally  by  the  regulations  hitherto 
issued  and  by  the  general  received  practice  as 
applicable  to  the  several  trades  and  interests 
concerned,  and  in  all  cases  of  doubt  or  diffi- 
culty they  will  apply  to  the  Chief-Clerk  in  the 
Cargo-Ledger-Office  or     the  Superintendent; — 
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they  will  also  acquaint  themselves  with  and  act 
strictly  in  conformity  to  the  regulations  and  the 
instructions  issued  from  time  to  time  by  the 
Secretary  or  Superintendent  in  respect  to  any  sub- 
sidiary branches  of  duty  not  herein  provided  for. 

No  Otficer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  premises  of  the 
St.  Katharine  Dock-Company. 

Fines  will  be  imposed  upon  those  who  are  not 
punctual  in  their  attendance,  or  shall  be  guilty  of 
disobedience  of  the  Bye-Laws,  Rules,  Regula- 
tions, Orders,  or  Instructions,  from  time  to  time 
issued,  and  habitual  irregularity  will  be  visited 
by  suspension  or  dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock  Company,  nor 
are  they  to  receive  or  partake  of  any  refreshments 
on  shipboard  on  pain  of  dismissal. 
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INSTRUCTIONS 


LANDING  &  DELIVERY  WEIGHT 


GAUGE  OFFICE, 

And  for  the  Regulation  of  the   Messengers  stationed 
iti  the  Long  Room. 


The  Chief-Clerk  in  the  Landing- Weight  and 
Gauge  Office  will  sign  his  name  in  the  Superin- 
tendent's Appearance-Book  one  quarter  of  an 
hour  previously  to  the  commencement  of  public 
business,  and  he  will  not  leave  the  office  until 
the  business  of  the  day  has  been  disposed  of. 

The  principal  object  of  this  branch  of  the 
establishment  is  the  prompt  transmission  of  land- 
ing accounts  and  other  documents  relative  to 
goods,  as  likewise  letters,  Sec.  to  consignees,  pro- 
prietors, brokers,  and  other  persons  transacting 
business  with  the  Company.  To  all  those  who 
reside  within  the  City,  or  a  moderate  distance 
from  the  Dock-House,  the  various  documents 
will   be    sent    out    for    delivery    by    Messenger's^ 
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either  specially  in  cases  of  exigency,  or  at  stated 
periods  during  the  day.  Letters  for  persons  re- 
siding at  a  distance  are  to  be  posted,  and  free 
stamps  affixed. 

Communications  to  the  public  by  letter,  or 
official  notices,  will  be  forwarded  from  other 
departments  of  the  Establishment  to  this  office 
for  delivery ;  the  accounts  contingent  upon  the 
landing,  weighing,  or  gauging,  &c.  of  goods, 
will,  after  due  entry  and  examination  by  the 
Cargo-Ledger  Clerks,  be  also  sent  here  for  the 
like  purpose. 

One  Principal  Messenger  and  ten  Lad-Messen- 
o^ers  are  attached  to  the  service  in  the  Lons^-Room. 
and  are  under  the  control  of  the  Chief-Clerk  in 
the  Cargo-Ledger-Office  and  the  Principal  clerk 
in  this  office,  they  are  to  sign  their  names  in  the 
Attendance-Book  in  the  Police-Office,  half  an 
hour  previously  to  the  commencement  of  public 
business  in  the  morning,  and  will  then  proceed 
immediately  into  the  Long-Room,  and,  under  the 
direction  of  the  Principal  Messenger,  dust  and 
prepare  the  respective  offices  for  business. 

The  duty  of  the  Principal  Messenger  stationed 
in  the  Lono'-Room,  is  as  follows  : — after  siofninsr 
on,  he  is  to  proceed  to  open  the  office  and 
set  the  lads  to  dust  the  desks,  &c.  in  the  Long- 
Room  and  adjacent  offices,  see  that  the  fires  are 
lighted,  (when  in  use,)  and  that  candles,  if  re- 
quired, are  ready  for  lighting.    The  Chief  Clerk 
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will   take  care   that   the  lads  are  cleanly  in  their 
persons,  that  they  wear  their  badges  and  letter- 
cases,  and  enjoin  them  to  deliver  the  letters  with- 
out being  soiled,  and  are  diligent  in  their  duties, 
they  are  not  to  congregate  or  gossip  but  must  pro- 
ceed direct  to  their  respective  stations  at  the  ware- 
houses, vaults,  &c.  and  return  with  due  diligence. 
As  soon  as  the  Customs'  Warehouse-Keeper's 
Office  is  open  for  business,  the  principal  Mes- 
senger  is  to    proceed    thither   and     collect  the 
Customs'  orders    for  delivery   of    goods,   which 
he  is  to   enter   in   the  books  prepared  for   that 
purpose,  and  then  hand  them  over  to  the  several 
divisions     of    the    Cargo-Ledger-Office,    taking 
the   clerks'  receipts   for  the  same  ;  and   on   the 
arrival     of    the     subsequent     messengers     from 
the  Custom-House,   throughout   the   day,    he   is 
to  repeat   his    applications    to    the    Warehouse- 
Keeper's  Customs'  Office,  at  the  respective  fixed 
periods,  or  as  often  as  may  be  necessary,  and  take 
up  the   Customs'  orders,   continuing   to  register 
and  deliver  them  in  the  Cargo-Ledger-Office,  as 
before  directed.    During  the  intermediate  periods 
of  his  time  he  must  attend  wholly  in  the  Long- 
Room,  supervising  generally  the  Lad-Messengers 
tliere  stationed,  and   he   will   attend  also  to  the 
directions  of  the  clerks  in  the  general  business  of 
the  office. 

The  Lad-Messenixers  receive  their  instructions 
in  respect  to  the  general  out-door  business  fi'om 

() 
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the  Principal  clerk  in  this  office,  and  pay  im- 
plicit obedience  to  his  orders  in  respect  to  the 
routine  of  duty  assigned  to  them,  and  all  other  mat- 
ters connected  with  the  duties  of  the  office ;  they 
will  be  employed  in  delivering  letters  to  the  public 
and  in  keeping  up  the  communication  between 
the  Dock-House  and  the  out-door  departments. 
The  accounts  and  other  documents,  letters,  &c. 
for  transmission  must  be  forwarded  to  this  office 
in  good  time,  previously  to  the  periods  fixed  for 
delivery,  to  enable  the  Clerk  to  send  them  off 
without  further  delay. 

One  or  more  Messengers   will  be  sent  with 
letters   and    accounts    for   delivery  to  the   mer- 
chants, &c.   from   the   office,   daily,  at   the    fol- 
lowing hours: — 10  o'clock,  A.  M. 
1         „  p.  M. 

4 
and  at  half-past  4  o'clock  on  Tuesdays  and  Fri- 
days, which  are  Foreign  Post  nights. 

The  Messengers  belonging  to  the  Secretary's 
Office,  who  deliver  the  abstracts  of  shipping  in- 
telligence to  the  Directors,  will  call  in  this  office 
daily  about  11  o'clock,  or  at  the  time  when  they 
are  about  to  depart  for  the  above  purpose,  and 
take  charge  of  any  letters  deliverable  in  their 
respective  routes,  as  also  the  Messenger  who  is 
despatched  from  the  same  department  to  tlie 
Bankers  at  Three  o'clock. 
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Documents  requiring  more  than  ordinary  ex- 
pedition in  delivery  may  be  sent  out  specially  at 
intermediate  periods,  care  being  taken  that  such 
course  does  not  interfere  with  the  periodical 
deliveries. 

With  a  view  to  the  prompt  despatch  of  the 
Messengers  at  the  prescribed  hours,  and  to 
ensure  a  speedy  delivery,  the  letters  and  papers 
are  to  be  previously  assorted  in  this  office  into 
districts;  a  list  of  them  and  the  time  at  which  they 
are  sent  out  is  to  be  inserted  in  a  book  to  be  kept 
for  that  purpose,  and  in  which  the  Messenger 
who  receives  them  is  to  sign  his  initials;  he  is 
then  to  call  in  the  Secretary's  Office,  for  further 
orders,  where  he  is  not  to  be  detained,  and  to 
take  additional  letters,  if  any,  and  then  proceed 
with  the  delivery. 

The  Messeno^er  from  Cutler-street  will  arrive 
from  thence  and  call  at  the  Warrant  and  Weight 
Office  in  the  Long-Room  for  orders  at  the  under- 

o 

mentioned  periods,  viz. — 

One  quarter  of  an   hour  before  10  o'clock,  a.m. 

,,                ,,                     ,,  1         ,,  P.M. 

„                   .,                         ,,  3          „  P.M. 

and  is  to  return  to  Cutler-street  at  the  expiration 
of  half  an  hour  after  each  of  the  above-named 
periods, — he  will  be  charged  with  the  transmis- 
sion of  accounts  or  warrants,  &c.  as  the  case 
may  be,  to  or  from  the  Warrant  and  Cargo- 
Ledger  Offices  to  the  Cutler-street  Warehouses; 
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after  having  received  and  signed  for  the  docu- 
ments entrusted  to  him,  he  will,  in  like  manner, 
call  in  the  Secretary's  Office  for  final  instructions. 

A  weekly  rotatory  duty  will  be  assigned  each 
Lad-Messenger  for  the  four  o'clock  and  half-past 
four  o'clock  delivery;  and  in  case  of  letters  lying 
very  wide  of  his  general  route,  they  may  be  placed 
in  other  hands  as  convenience  shall  dictate. 

One  Lad-Messenger,  to  be  chosen  for  his  good 
conduct  and  attention  to  business,  is  to  be  ap- 
pointed as  Monitor,  and  will  be  stationed  at  the 
table  in  the  Long-Room.  His  duty  will  be  to 
superintend  the  Lad-Messengers  in  the  Lorig- 
Room,  and  he  is  to  collect  and  enter  in  their 
books  and  distribute  to  them  for  transmission  to 
the  various  departments  the  respective  papers, 
and  he  will  see  that  Lads  who  keep  up  the 
communication  between  the  out-door  departments 
and  the  Long-Room  perform  their  duty  satis- 
factorily and  with  despatch,  and  he  is  imme- 
diately to  report  any  breach  of  duty,  want  of 
attention,  or  irregularity  to  the  Chief  Clerk.  The 
Clerks  or  other  Officers  or  Servants  to  whom 
orders,  accounts,  or  other  papers  are  delivered 
by  the  Messengers,  are  to  sign  their  books  in 
verification  of  having  received  them,  specifying 
the  time. 

Each  Messenger  is  furnished  with  a  case  to 
contain  papers,  &c.  and  a  badge  bearing  a 
number,   for    the    safe    custody   of  which   he   is 
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responsible ;  the  latter  he  is  invariably  to  wear 
whilst  on  duty.  Any  breach  of  regulation  in  this 
respect  will  be  visited  with  punishment. 

The  Principal  Messenger  is  to  remain  after 
the  hours  of  public  business  to  clear  and  sweep 
the  Long-Room  and  Offices,  for  which  he  receives 
separate  remuneration.  The  Lad-Messengers  who 
are  not  appointed  for  the  day  to  the  final  out- 
door delivery  are  not  to  quit  without  the  sanc- 
tion of  the  Monitor,  nor  until  all  the  necessary 
communications  between  the  Long-Room  and  the 
out-door  departments  have  been  completed. 

The  Lad-Messengers  on  the  Establishment 
are  engaged  for  a  period  of  five  years  at  a 
graduated  scale  of  wages,  upon  the  expiration  of 
which  period  they  may,  if  deemed  eligible,  be  ap- 
pointed to  the  situation  of  a  Permanent  Labourer, 
that  being  the  only  promotion  they  are  entitled  to 
expect  in  the  Company's  Service ;  those  attached 
to  the  Long-Room,  who  are  distinguished  for  their 
regularity  and  good  conduct,  will  be  appointed  to 
such  vacancies  in  the  class  of  Lad-Messengers  as 
occur  in  the  Dock  out-door  or  Cutler-street  depart- 
ments, by  which  removal  their  services  will,  except 
in  cases  of  special  exigency,  be  confined  to  the 
internal  business  of  the  Company. 

Printing-presses  are  attached  to  the  Landing- 
Weight  and  Guage  Ofl^ce,  which  is  under  the 
special  superintendence  of  the  Chief  Clerk ;  by 
which  various  particulars  are  printed  in  the  war- 
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rants  and  weight-notes  and  also  forms  in  use 
by  the  Company ;  two  or  more  extra  clerks 
assist  in  the  execution  of  this  duty,  and  their 
hours  of  attendance  are  assimilated  to  those  in  the 
Cargo-Ledger  Office. 

A  particular  Index  is  kept  in  this  Office,  contain- 
ing the  names  and  address  of  the  principal  mer- 
chants, brokers,  and  dealers  in  London,  trans- 
acting business  with  the  Company,  a  memoran- 
dum being  affixed  to  each  name  or  firm  of  the 
various  trades  in  which  they  are  engaged.  The 
changes  in  firms  or  the  residence  of  the  parties 
are  from  time  to  time  to  be  kept  constantly  posted 
from  the  Directory  or  other  authentic  sources  of 
information. 

Accounts  not  required  to  be  transmitted  must 
be  lodged  in  drawers  alphabetically  placed  ac- 
cording to  the  ship's  initial  letter,  and  if  not 
called  for  they  are  to  be  tied  up  and  arranged  at 
the  end  of  the  year  under  the  names  of  the  re- 
spective ships  or  rotation  numbers. 

An  Index  containing  the  names  of  ships  or 
craft  and  a  reference  to  goods  by  land  carriage 
is  kept,  also  Register  Books  in  which  are  entered, 
in  the  form  prescribed,  all  accounts  received 
from  the  Warehouses  or  Vaults  for  delivery  or 
transmission  to  the  merchants,  See.  the  dates  of 
such  accounts  being  parted  with  are  posted  in 
the  Register  Book  in  the  column  assigned  for 
that  purpose. 
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No  Officer  or  Servant  of  the  Company  is 
allowed  to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  premises  of  the 
St.  Katharine  Dock  Company. 

Fines  will  be  imposed  for  want  of  punctuality, 
or  disobedience  of  the  Bye-Laws,  Rules,  Orders, 
Regulations,  and  Instructions; — irregularity  will 
be  punished  by  suspension,  and  if  habitual,  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock-Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dis- 
missal. 
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INSTRUCTIONS 

TO    THE 

EXAMINERS, 

A  Bf^anch  of  the  Superintendent'' s  Department. 

The  Examiner's  Office  is  a  branch  of  the  Super- 
intendent's Department,  and  is  under  his  control. 
The  Principal  Examiner  will  sign  his  name  in 
the  Appearance  Book  kept  in  the  Superintendent's 
Office  daily  one  quarter  of  an  hour  before  the 
period  fixed  for  the  commencement  of  public 
business. 

The  numerical  strength  of  the  Department  is 
as  follows  : — 

One  Principal  Examiner. 

Four  Clerks  stationed  in  the  Long-Room,  Dock- 
House. 

One  in  the  Office  at  Cutler-street. 

One  Junior  Clerk  in  the  Examiner's  Office, 
Dock-House. 

The  duty  of  the  Clerks  in  the  Examiner's 
Office  is  principally  confined  to  the  Cargo-Ledger- 
Office   at   the   Docks   and   Uptown    Warehouses, 
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and  whilst  so  employed  they  are  subject  to 
the  directions  of  the  Chief  Cargo-Ledger-Clerk. 
They  are  to  sign  their  names  daily  in  the  Books 
kept  in  the  respective  offices  one  quarter  of  an 
hour  before  the  commencement  of  public  business. 

The  principal  objects  for  which  the  Examiner's 
Office  is  established  are  to  insure  uniformity  in 
the  mode  of  keeping  the  accounts  in  the  Cargo- 
Ledger-Office,  and  accuracy  in  charging  the 
rates  payable  to  the  Company  on  goods  or 
vessels ;  likewise  to  check  the  deliveries  of  the 
former  with  the  documents  authorisino;  the 
same. 

The  Principal  Examiner  is  held  generally 
responsible  for  the  due  execution  of  the  duties 
of  those  under  his  charge,  and  to  whom  he  is  to 
render  every  information  in  the  performance 
thereof. 

The  following  is  the  routine  of  daily  duty  to  be 
performed  by  the  Principal  Examiner.  He  will, 
as  soon  as  practicable  in  the  morning,  ascertain 
that  the  Clerks  attached  to  his  Department  are  in 
attendance  in  their  respective  places,  and  in  the 
event  of  any  of  them  being  absent,  he  will  im- 
mediately consult  with  the  Superintendent  or 
with  the  Chief  Clerk  in  the  Cargo-Ledger-Office 
as  occasion  may  require  to  provide  for  their 
absence. 

He  will  then  compare  the  schedules  of  charges 
made  out  in  the  Cargo-Ledger-Office,  Manifest 


107 

and  Warrant  Offices,  at  the  Export-Quay,  Bag- 
gage-Warehouse, and  Cooperage-Department  with 
the  Collector's  Cash  Books,  checking  and  agreeing 
the  respective  amounts  therewith,  and  he  will 
then  forward  the  schedules  to  the  various  depart- 
ments in  the  Cargo-Ledger-Office  and  the  bankers' 
receipts  to  the  Accountant,  the  amounts  of  the 
latter  having  been  previously  agreed  with  the  Col- 
lector's Cash  Books.  The  schedules  are  to  be 
lodged  with  the  Accountant  when  their  examina- 
tion is  completed.  He  will  likewise  compare  the 
Deposit  Schedules  appertaining  to  the  various 
departments  with  that  prepared  by  the  Deposit 
Clerk,  and  in  each  case  certify  to  the  accuracy  of 
the  documents  by  affixing  his  initials  thereto.  He 
will  then  proceed  to  the  Warrant  Office  and 
examine  the  Schedule  with  the  Transfer  and  Order 
Book,  and  also  Vouchers  for  Warrants  with  the 
Books  in  which  they  are  recorded  :  the  course  of 
examination  in  this  Department  claims  precedence, 
with  a  view  to  obviate  delay  in  the  transmission  of 
the  Transfers  to  the  Vault  Departments.  The 
Manifest  Office  Schedule  is  then  to  be  examined 
with  the  Ship  Ledger  and  all  the  documents  in 
that  Department  relating  to  charges  on  Ships 
and  Craft,  including  the  Ships'  Passes.  Orders 
for  Freight  Books,  the  Extra  Work  Books  re- 
lating to  charges  on  Vessels  furnished  by  the 
Import  Wharfmgers,  are  likewise  to  undergo  a 
like  examination. 
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The  Chief  Examiner  will  then  proceed  to  the 
Export  Quay  :  he  will  check  the  Shipping  Notes 
of  goods  sent  down  for  shipment  with  the  entries 
in  the  Export  Ledgers,  satisfying  himself  that  the 
charges  are  correctly  endorsed  on  the  former 
papers  and  posted  in  the  Ledger.  His  next  duty 
will  then  be  to  examine  the  Delivery  Orders  and 
other  documents  connected  with  rates  and  charges 
at  tlie  Baggage  Department  by  the  Ledger  there 
kept.  This  completes  the  daily  out-door  duty, 
when  he  will  return  to  the  Dock-House  and 
compare  the  Deposit  Clerk's  Schedules  in  the  Col- 
lector's Office  with  the  Ledgers;  the  additions  are 
to  be  made  as  far  as  practicable  and  examined  so  as 
to  facilitate  the  adjustment  of  the  balance  for  the 
third  week  in  each  month,  when  the  periodical 
application  by  circular  is  made  by  the  Secretary  to 
parties  who  are  indebted  to  the  Company. 

He  will  keep  a  book  containing  a  list  of  all 
errors  exceeding  Is.  in  amount  committed  by  the 
Clerks  in  calculating  accounts  of  Rates,  &c.  and 
forward  a  report  thereof,  accompanied  by  two  bills, 
to  the  Secretary ;  and  he  is  to  note  in  a  book  to 
be  kept  in  the  Collector's  Office  for  the  guidance 
of  that  Officer,  an  account  of  all  short  charges  to 
be  paid  to  him  :  he  is  likewise  to  keep  a  record  in 
books  provided  for  that  purpose,  of  all  outstanding 
charges  not  passing  through  the  Deposit  Ledger 
Clerk's  Ledger,  and  for  which  bills  have  been 
furnished  to  parties  who  have  not  paid  the  same 
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on  the  day  on  which  such   bills  appear  on  the 
Schedules. 

He  will,  aided  by  the  Extra  Clerk  stationed  in 
his  office,  daily  examine  the  Passes  of  Ships 
and  Lig-hters  quitting  the  Docks  with  goods, 
and  check  the  Gate-Keepers'  Passes  with  the 
Warehouse-Keepers'  and  Vault-Keepers'  Day 
Books  and  Returns  of  Deliveries,  &c.  and  he  is 
then  to  forward  the  Day  Books  to  the  Examining 
Clerks  in  the  Cargo-Ledger-Office,  to  enable 
them  to  check  the  entries  in  the  Cargo  Ledgers 
of  partial  deliveries  of  goods,  for  which  the  orders, 
being  incomplete,  have  not  been  forwarded  to 
the  Examiner's  Office.  The  Chief  Examiner  will 
also  assist  in  filing  away  the  various  orders  and 
other  documents  which  are  finally  deposited  in 
his  office,  according  to  their  respective  dates  and 
departments ;  and  no  papers  are  to  be  taken  from 
the  office  without  his  personal  sanction  or  that  of 
the  Superintendent,  Chief  Cargo-Ledger  Clerk, 
or  other  superior  officer,  and  then  only  upon  the 
party  requiring  them  lodging  a  memorandum  to 
be  deposited  in  the  place  from  whence  the  paper 
has  been  watlidrawn,  such  voucher  to  be  destroyed 
when  the  paper  is  replaced. 

He  will,  on  the  third  Wednesday  in  each  month, 
attend  after  the  hours  of  business  in  the  Collec- 
tor's Office  to  see  the  contents  of  the  Schedules 
for  that  day  posted  into  the  Ledgers  kept  by  the 
Deposit-Ledger  Clerk  and  the  respective  accounts 
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correctly  balanced,  and  for  the  accuracy  of  which 
he  is  responsible ;  he  is  not  to  allow  any  erasures 
in  the  Cash  or  Deposit  Books,  but  any  needful 
alterations  are  to  be  made  in  red  ink  and  certified 
by  him. 

On  Thursday  morning  in  each  week  the  Wages 
Pay  Books  will  be  transmitted  from  the  various 
departments  at  a  quarter  of  an  hour  previously 
to  the  commencement  of  public  business,  and 
they  are  to  be  checked  by  the  Examining  Clerks 
in  the  office.  The  Chief  Examiner  will  then 
make  out  the  weekly  certificate  of  wages  for  the 
Secretary  and  transmit  the  same  to  the  Pay  Clerk 
by  10  o'clock  in  the  forenoon,  or  as  soon  after  as 
practicable,  throughout  the  year.  In  addition  to 
the  duties  of  the  Chief  Examiner  previously 
detailed,  he  will  exercise  a  general  supervision 
over  the  Clerks  in  his  Department  by  occasionally 
inspecting  the  books  and  mode  in  which  they 
perform  their  duty.  He  will  ascertain  that  the 
accounts  are  kept  in  an  uniform  and  distinct 
manner  ;  and  in  case  of  doubt  or  difficulty  he  will 
communicate  with  the  Comptroller  of  Charges, 
Superintendent,  or  Chief  Clerk  in  the  Cargo- 
Ledger-Office,  and  he  cannot  too  much  impress 
upon  those  under  his  charge  the  importance  of 
not  allowing  arrears  to  take  place  in  this  branch 
of  the  service. 

The  Examining  Clerks  stationed  at  the  Docks, 
after  signing  the  Appearance-Book   at  the  hour 
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prescribed,  must  present  themselves  to  the 
Principal  Examiner  and  then  proceed  to  their 
respective  stations  as  follows,  a  rotatory  duty 
in  respect  to  the  departments  confided  to  each 
Clerk  being  assigned  to  them  from  time  to  time 
by  the  Chief  Cargo-Ledger  Clerk,  under  whose 
immediate  superintendence  they  will  consider 
themselves  whilst  on  duty  in  the  Long-Room  : — 

1   Clerk  at  Division . .  A  to  G. 

1         „  „  H  to  P. 

1         „  „  Q  to  Z. 

1  ,,  „  For    Indigo,    Silk,    and 

Land  Carriage  Goods, 

and   to    assist   in    the 

examination     of     the 

Tea     Department     as 

occasion  requires. 

When  an  unusual  pressure  of  business  at  any  one 

division    renders   additional   aid   necessary,   it  is 

to  be  there  afforded  by  other  of  the  Examining 

Clerks,  whose  duties  at  the  moment  will  allow 

a  temporary  absence  from  his  station ;  and  when 

such  assistance  is  not  available,   rather  than   the 

public    service    should    be    impeded,   the   Chief 

Cargo-Ledger  Clerk  will  direct  any  of  the  Clerks 

in  his  Ofl&ce  most  at  leisure  to  check  accounts  if 

parties   are  in  waiting   or  unusual  expedition  is 

required. 

So  soon  as  the  Clerks  come  on  duty  they  will 
collect  the  orders  and  documents  acted  upon  the 
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preceding  day  and  assort  them  according  lo 
the  Ledgers  in  which  they  are  recorded,  check- 
ing the  entries  in  the  same  and  ascertain  that 
the  marks,  numbers,  and  quantities  of  goods 
agree,  that  the  Deliveries  or  Transfers  have  been 
correctly  made,  and  all  charges  for  Landing  Rates, 
Rent,  and  various  operations  performed  have 
been  paid  or  carried  to  the  debit  of  Deposit 
Accounts.  They  will  likewise  check  the  numbers 
and  dates  of  the  Cash  and  Deposit  payments 
posted  into  the  Ledgers  from  the  Daily  Schedules, 
certifying  them  if  correct  by  affixing  their  initials. 

They  are  to  check  all  bills  made  out  by  the 
Cargo-Ledger  Clerks  previously  to  their  being 
paid  or  debited  to  account,  placing  their  initials 
against  the  printed  word  "  Examined"  at  the 
head  of  the  bill,  and  also  the  date  when  the 
payment  or  debit  is  deferred  beyond  the  day 
when  the  account  is  completed. 

The  examination  of  the  bills  and  other  duties 
embrace  the  following  particulars  : — 

1.  To  ascertain  that  the  various  operations  and 
Rent  are  charged  correctly  according  to  the 
Table  of  Rates. 

2.  That  the  calculations  and  castings  are  accurate. 

3.  To  compare  the  bills  with  the  Ledgers  and 
ascertain  that  all  the  usual  operations  per- 
formed on  the  goods  have  been  duly  charged, 
and  that  the  commencement  of  Rent  is  correctly 
stated  and  nothing  omitted. 
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4.  To   promote    uniformity  in    the   making   out 
the   bills    and    keeping    the   accounts   in   the 
Ledgers,    seeing    that   the   charges   are  duly 
apportioned  between  the  buyer  and  the  seller 
in  accordance  with  the  custom  of  the  various 
trades. 
On    receiving   the  Warehouse   and  Vault   Day- 
Books  from  the  Examiner's  Office,  the  Examining 
Clerks  will  take  care  that  the  partial  deliveries 
which  cannot  be  checked  by  the  Principal  Exa- 
miner in  consequence  of  his  not  being  in  posses- 
sion  of  the  orders,  &c.  are   correctly  posted  in 
the  Ledgers. 

They  are  not  required  to  investigate  Releases 
from  stop  for  Freight,  Bills  of  Lading,  or  signa- 
tures by  endorsement  or  otherwise  upon  Delivery 
Orders,  Warrants,  or  Orders  for  Transfer,  which 
duties  appertain  to  the  Cargo-Ledger  Clerks,  but 
they  must  see  that  all  the  particulars  of  the  deli- 
veries or  transfers  are  accurately  posted  in  the 
Ledgers.  Errors  under  1*.  in  amount  are  not  to  be 
reported,  but  the  particulars  must  be  noted  in  the 
Cargo  Ledgers  in  red  ink,  so  that  upon  application 
of  the  parties  the  inaccuracies  may  be  adjusted. 

Every  facility  must  be  mutually  afforded  by 
the  Examiners  and  Clerks  in  the  Cargo-Ledger- 
Office  in  the  performance  of  their  respective 
duties,  so  that  the  course  of  business  may  not  be 
impeded  when  the  same  Ledger  is  required  by 
either  party  whilst  in  use  by  the  other. 

Q 
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Previously  to  quitting  for  the  day  each  Exa- 
mining Clerk  will  satisfy  himself  from  the  Cargo- 
Ledger  Clerks  in  his  division  that  all  the  bills 
w^hich  have  been  required,  are  made  out,  and 
that  the  transactions  of  the  day  are,  as  far  as 
practicable,  completed ;  one  of  them  v^ill  like- 
vi^ise  ascertain  before  leaving,  that  the  Ledgers 
are  placed  on  the  trucks  and  properly  secured 
w^ith  the  canvass  coverings  and  straps. 

The  Junior  Clerk  in  this  Department  is  sta- 
tioned in  the  Office  and  is  employed,  under  the 
immediate  superintendence  of  his  Principal,  in 
sorting  the  various  Orders,  Warrants,  and  other 
papers,  and  in  comparing  them  with  the  Day 
Books  appertaining  to  the  out-door  department. 
He  is  also  to  examine  the  Passes  for  Goods  with 
the  Gate-Keepers'  Books  and  Day  Books  above 
mentioned,  and  should  any  documents  which 
relate  to  deliveries  be  missing,  or  errors  or  dis- 
crepancies be  found,  he  will  immediately  report 
the  same  to  the  Chief  Examiner;  his  services 
will  also  be  generally  available  in  filing  away  the 
different  papers  under  their  respective  dates  and 
departments,  and  in  making  such  reference  and 
taking  vouchers  for  papers  delivered  out  as  are 
required. 

The  course  of  examination  and  duty  to  be  per- 
formed by  the  Examining  Clerk  stationed  at 
the  Cutler  Street  Warehouses  is  to  be  governed 
generally  by  the  rules  observed  at  the  Docks,  and 
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the  Chief  Examiner,  to  whom  such  Clerk  will  refer 
in  any  cases  of  doubt  or  difficulty,  will  occa- 
sionally attend  at  the  Up-Town  Department  for 
the  purpose  of  ascertaining  if  the  business  is  con- 
ducted with  despatch  and  regularity. 

All  schedules  of  charges  in  such  department 
are  to  be  sent  to  the  Examiner's  Office  at  the 
Docks,  from  whence  they  will  be  transmitted  to 
the  Accountant ;  the  other  documents  connected 
with  the  Up-Town  Department  are  retained  there, 
and  are  to  be  filed  away  in  the  same  manner  as 
similar  papers  at  the  Docks. 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
officers  or  servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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INSTRUCTIONS 

TO    THE 

COLLECTORS  OF  RATES 

AND 

CLERK  OF  THE  DEPOSIT  ACCOUNTS 

And  Junior  Clerk  or  Apprentice  in  the 
Collectors  Office. 


The  duties  of  the  Collectors,  one  of  whom  is 
stationed  in  the  Dock-House  and  one  in  the  office 
at  the  Cutler  Street  Warehouse,  are  strictly 
confined  to  the  receipt  of  monies  for  rates  and 
charges. 

The  following  is  the  routine  of  duty  in  the 
Collector's  Office  in  the  Dock-House,  and  which 
likewise  forms  the  governing  rule  for  the  conduct 
of  business  at  Cutler-street. 

The  Collector  will  sign  his  name  in  the  Appear- 
ance-Book in  the  Superintendent's  Office  one 
quarter  of  an  hour  previously  to  the  commence- 
ment of  public  business  throughout  the  year. 

The  Clerk  and  Apprentice  will  sign  at  the 
same  periods  in  the  Appearance-Book  kept  in  the 
Cargo- Ledger-Office. 

The  Collector  stationed    at   Cutler-street   will 
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sign  his  name  at  the  like  period  in  the  Warehouse- 
Keeper's  Appearance-Book,  kept  at  that  depart- 
ment. 

If  any  error  should  present  itself  to  the 
Collector's  notice,  he  will  return  the  account 
for  correction,  or  report  the  same  to  the  principal 
of  the  department  in  which  it  was  made  out. 
-  The  Collector  in  the  Dock-House  is  allowed  to 
retain  a  floating  balance  of  £50  for  small  change, 
&c. 

The  Collectors  will  keep  Cash-Books  in  the 
form  prescribed  to  be  used  on  alternate  days,  and 
in  which  are  to  be  entered  as  paid  the  particulars 
of  each  sum  received,  together  with  a  reference 
in  a  column  of  the  book  notifying  the  department 
at  which  the  bill  is  made  out. 

In  receiving  cash  payments  or  passing  deposit- 
bills  the  Collectors  or  Clerks  are  not  to  receive 
any  sums  for  rates  or  charges  unless  the  amount 
shall  appear  on  the  document  certified  by  the 
Clerk  or  other  Dock  Officer  as  to  them  may 
respectively  appertain.  The  bills,  with  the  excep- 
tion of  those  belonging  to  the  Export  Quay, 
must  also  be  certified  by  an  Examiner. 

In  accordance  with  the  notice  posted  up  in  the 
Collector's  Office  no  payments  are  to  be  received 
to  be  placed  to  the  credit  of  depositors,  or  for 
Deposits  for  Freight,  or  made  under  any  other 
circumstances,  as  a  security  for  goods  delivered, 
in  case  of  lost  Warrants,  unless  the  party  presents 
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to  the  Collector's  Office  the  order  of  the  Secretary 
or  ticket  signed  by  the  Chief  Cargo-Ledger-Clerk, 
on  which  the  Collector  or  his  Clerk,  as  the  case 
may  be,  is  to  sign,  enter  the  account  in  the  Cash- 
Book  and  Deposit-Schedule,  and  return  the  ticket 
to  the  party  :  the  sum  so  received  is  to  be  imme- 
diately posted  to  the  credit  of  the  account  in  the 
Deposit-Ledger;  and  if  the  party  making  a 
deposit  as  security,  as  before  referred  to,  has  no 
Deposit  account,  one  must  be  opened  in  his 
name,  to  the  credit  of  which  the  money  is  to  be 
carried.  This  course  of  business,  with  the  ex- 
ception of  the  ticket  being  retained  by  the  party 
making  payment,  is  likewise  applicable  to  sums 
paid  on  account  of  bills  entered  but  not  pre- 
viously paid,  and  which  have  been  posted  in  the 
ledger  kept  for  that  purpose  to  the  debit  of  the 
respective  parties  so  indebted  to  the  Company. 
The  Collector  in  this  case  retains  the  ticket  given 
by  the  Cargo-Ledger-Clerk. 

All  debits  to  the  respective  accounts  are,  in  the 
first  instance,  to  be  entered  on  schedules  by  the 
Deposit-Clerk  or  Apprentice,  and  posted  from 
them  to  the  several  accounts  in  the  ledgers.  The 
schedules  of  the  preceding  day  are  to  be  for- 
warded early  on  the  succeeding  morning  to  the 
Chief  Examiner. 

The  accounts  of  the  respective  parties  from 
whom  monies  are  due  to  tlie  Company  are  to  be 
balanced  by  the  Deposit-Clerk  and  junior  Clerk  on 
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the  third  Wednesday  in  each  month.  In  this  duty 
they  will  be  assisted  by  one  of  the  Examining 
Clerks,  and  they  will  respectively  sign  their 
initials  against  each  balance  in  proof  of  their 
accuracy. 

On  the  following  morning  these  books  are  to 
be  examined  as  to  their  general  accuracy  by  an 
Examining-Clerk,  who  will  likewise  certify  in 
like  manner  to  their  correctness. 

The  Deposit- Account  Ledgers,  with  the  books 
shewing  the  respective  balances,  are  then  to  be 
sent  to  the  Accountant's  Office,  where  circulars 
will  be  prepared,  stating  the  amount  due,  ad- 
dressed to  the  several  parties  indebted  to  the  Com- 
pany and  demanding  payment  of  the  same  ;  these 
to  be  prepared  under  the  immediate  superintend- 
ence of  the  Accountant.  The  letters  will  then 
be  presented  to  the  Secretary  for  his  signature. 

Each  depositor  is  furnished  with  a  Pass-Book, 
which  should  be  kept  posted  up  every  day  and 
the  bills  for  each  day  forwarded  on  the  following 
morning  by  the  first  messenger  to  their  counting 
houses.  The  period  for  sending  to  Depositors 
their  Pass-Books  is  once  a  week,  unless  other 
directions  be  received,  which  are  in  that  case 
to  be  attended  to. 

It  not  being  practicable  within  the  limits  to 
which  these  Instructions  are  unavoidably  confined 
to  enter  into  all  the  minutiae  attendant  on  minor 
transactions,   the  Collector  will  be  held  respon- 
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sible  for  the  general  efficient  execution  of  the 
duties  to  be  performed  in  his  office  by  himself 
and  Clerks.  He  will  not  suffer  any  arrears  in 
business,  and  is  vigilantly  to  see  that  the  Exa- 
miners do  not  relax  in  applying  the  various 
checks  connected  with  business,  and  such  as  are 
essential  to  the  objects  for  which  that  department 
is  established.  He  will  apportion,  as  equally 
as  may  be,  the  books  to  the  Clerks ;  and,  as  the 
public  are  in  constant  contact  with  this  depart- 
ment, great  care  must  be  taken  to  avoid  any  cause 
of  complaint,  by  affording  every  possible  accom- 
modation and  shewing  civility ;  and  as  much 
expedition  used  in  receiving  monies  and  granting 
vouchers  for  payment  as  is  consistent  with  security 
and  accuracy. 

The  Clerk  at  the  Dock-House  will  assist  in 
taking  cash  payments  and  in  concert  with  the 
junior  Clerk  or  Apprentice  keep  the  Deposit- 
Ledgers, — the  business  will  be  apportioned  by  the 
Collector.  The  Cash-Books  must  be  posted  up 
daily  previously  to  leaving  the  office ;  and  the 
books  of  the  preceding  day  must  be  delivered 
every  succeeding  morning  to  the  Examiners,  with 
the  vouchers  of  payments  to  the  Bankers.  Those 
documents  will  be  forwarded,  by  the  Examiners^ 
the  same  morning,  after  examination,  to  the  Ac- 
countant; and  the  Cash-Book  will,  after  examina- 
tion, be  returned  by  him,  the  same  day,  to  this 
Office. 

It 
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All  checks  on  bankers  received  before  three 
o'clock,  are  to  be  forwarded  by  the  Collector  at 
that  hour,  accompanied  by  a  receipt,  filled  up, 
for  the  amount,  which  must  be  signed  by  the 
Bankers'  Clerk,  and  immediately  returned.  At 
the  close  of  each  day's  business,  the  Cash-Book 
will  be  finally  made  up,  and  the  difference, 
between  the  first  payment  and  total  of  the  day's 
receipts,  paid  into  the  Bankers  on  the  same  day. 
A  certificate,  signed  by  the  Collector,  of  the  total 
receipts  and  payments  in  each  day,  must  be 
furnished  to  the  Examiners,  the  first  thing  on 
the  ensuing  morning. 

The  Examiners  will,  in  the  usual  course  of 
business,  examine  the  schedules  with  the  books 
of  the  Collector  and  Deposit-Ledger-Clerk,  and 
certify  the  same.  The  Collectors  will  also  prepare 
a  weekly  account  current,  wherein  they  will  debit 
themselves  for  the  amount  of  monies  received, 
daily,  during  each  week,  and  credit  themselves 
for  the  payments  made  to  the  Bankers ;  the 
payments  to  correspond  with  the  daily  total  of 
the  Cash-Book.  The  account  will  be  handed  to 
the  Accountant,  every  Monday  morning,  who  will 
theck  the  same  with  the  Documents,  Vouchers, 
and  Bankers'  Pass-Book. 

A  notice  is  posted,  in  a  conspicuous  place 
in  the  Collector's  Offices,  informing  parties  from 
whom  checks  upon  bankers  are  received  after 
three  o'clock  in  the  day,  that  they  are  responsible 
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for  the  amount,  until  the  expiration  of  the  City 
bankers  clearing  hours  on  the  following  day. 

The  Collectors  will  be  held  liable  for  all  losses 
which  may  be  sustained  in  their  department  by 
forged  notes  taken  by  them,  if  arising  from 
ne2:lio:ence. 

No  Officer  or  Servant  of  the  Company  is 
allowed  to  purchase,  sell,  or  deal  in  any  Stores 
or  Goods  deposited  within  the  Premises  of  the 
St.  Katharine  Dock  Company. 

Fines  will  be  imposed  for  want  of  punctuality 
or  disobedience  of  the  Bye-Laws,  Rules,  Orders, 
Regulations,  and  Instructions  ; — irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by 
the  Officers  or  Servants  of  the  Dock-Company, 
nor  are  they  allowed  to  receive  or  partake  of 
any  refreshment  on  ship-board,  on  pain  of  dis- 
missal. 
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INSTRUCTIONS 

TO    THE 

STORE-KEEPER. 


The  Store-Keeper  is  under  the  immediate  direc- 
tion of  the  Superintendent.  He  has  the  super- 
vision, custody,  and  delivery  of  all  stores,  mate- 
rials, utensils,  stationery,  books,  and  other  articles 
required  for  the  use  of  the  Docks,  Offices,  Ware- 
houses, Vaults,  and  Up-Town  Warehouses,  and 
is  responsible  for  the  proper  selection,  distribu- 
tion, and  application  thereof.  He  is  to  attend 
a  quarter  of  an  hour  previously  to  the  com- 
mencement of  public  business  throughout  the 
year  in  the  Superintendent's  Office,  and  sign 
his  name  in  the  Appearance-Book  kept  there. 
The  period  of  quitting  in  the  afternoon  must  be 
regulated  by  the  demands  of  the  service;  and  as 
in  the  execution  of  his  duty  the  necessity  arises 
of  occasional  absence  from  his  office  during  the 
hours  of  business  to  visit  the  different  depart- 
ments, he  will  in  such  case  notify  on  the  slate 
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affixed  outside  the  office-door  the  place  to  which 
he  is  gone. 

He  will,  shortly  after  his  arrival  in  the  morn- 
ing, proceed  to  the  Cooperage  and  Smith  ery  and 
examine  all  stores  sent  there  on  the  previous  day 
for  repairs,  and  give  directions  respecting  the 
same,  conferring  with  the  Civil  Engineer,  select- 
ing such  as  can  be  mended  and  condemning  such 
as  cannot  profitably  undergo  repair ;  in  which 
case  the  iron-work  or  other  serviceable  material 
is  to  be  converted  to  useful  purposes. 

When  the  covered  vans  are  in  use  he  will  from 
time  to  time  inspect  their  condition  and  general 
stability;  he  will  also  occasionally  visit  the  place 
where  they  are  deposited  and  ascertain  that  they 
are  secured  from  the  weather. 

From  the  out-door  department  he  will  return  to 
his  office  and  supervise  the  delivery  of  stationery 
required  for  the  use  of  the  respective  departments, 
the  indents  for  which  should  be  lodged  at  the 
office  in  time  to  enable  such  delivery  to  be  made 
before  12  o'clock. 

He  will  in  the  course  of  the  morning  post  the 
indents  into  the  Day-Book  and  the  Store-Ledger ; 
in  the  latter  a  separate  head  is  to  be  raised  for 
the  principal  articles  consumed.  The  respective 
quantities  supplied  and  repairs  performed  are 
also  to  be  debited  to  each  department  under  their 
respective  heads — Stores — Stationery-— Repairs — 
in  the  Department-Book. 
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He  is  occasionally  to  visit  each  department  in 
the  Docks  and  at  Cutler-street,  conferring  with 
the  Principals  as  to  the  state  of  their  stores,  sta- 
tionery, and  machinery,  and  give  the  necessary 
directions.  He  will  also  periodically  inspect  the 
samples  of  cord,  twine,  and  cloths  kept  at  each 
department  as  a  guide  to  their  profitable  appli- 
cation, compare  them  with  the  articles  in  store, 
and  ascertain  as  far  as  practicable  that  no  mis- 
application of  materials  takes  place. 

He  will  cause  the  Principals  of  departments  to 
furnish  him  with  a  return  of  the  weights  or  quan- 
tities of  all  old  or  unserviceable  stores  about  to 
be  sold,  and  give  notice  to  the  dealers  in  the  re- 
spective articles  to  tender  for  the  same,  which 
tenders  are  to  be  laid  before  the  Superintendent 
for  his  decision.  When  the  goods  are  sold,  the 
Store-Keeper  will  give  the  purchaser  an  order  for 
delivery,  on  production  of  the  Collector's  receipt 
for  the  amount  of  the  purchase-money. 

A  book  is  to  be  kept  by  the  Store-Keeper  in 
which  these  transactions  are  entered  and  for 
which  schedules  are  likewise  to  be  made  out, 
both  of  which  are  to  be  examined  by  the  Chief 
Examiner  with  the  Collector's  Cash-Book. 

Previously  to  the  expiration  of  the  annual 
contracts  for  stores  he  is  to  report  the  period  of 
their  termination  to  the  Secretary,  and  take  his 
instructions  as  to  inviting  new  tenders,  for  whom 
he  will    prepare   a  list   of  them  when    received, 
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accompanied  by  a  comparative  statement  of  the 
prices  paid  under  the  present  contracts  with  those 
offered,  and  also  a  statement  of  the  value  of  the 
stock  on  hand  of  materials. 

Although  it  is  his  duty  to  guard  against  incon- 
venience from  insufficiency  of  a  stock  of  stores  or 
materials,  he  must  be  equally  watchful  not  to 
keep  a  larger  stock  on  hand  than  the  current 
service  requires.  The  stock  of  stationery,  books, 
blank  forms,  and  all  samples,  patterns,  models,  &c. 
are  to  be  kept  in  presses  in  his  office. 

A  Trade  Price  Book  is  to  be  kept  by  the  Store- 
Keeper  in  the  prescribed  form,  and  he  will 
render  the  Comptroller  of  Charges  and  Chief 
Clerk  of  the  Cargo- Ledger-Office  from  time  to 
time  such  information  as  they  may  require  re- 
specting the  prices  of  the  various  materials. 

When  a  supply  of  stores  or  materials  is  wanted 
in  the  Cooperage  Store,  the  Principal  Cooper 
will  make  out  an  account  of  the  articles  required^ 
and  transmit  the  same  to  the  Store-Keeper,  who 
will  thereupon  order  such  stores  from  the  con- 
tractor or  tradesman,  as  the  case  may  be  ;  the 
Principal  Cooper  is  to  receipt  the  orders  upon 
receiving  the  articles  in  question  into  store,  and 
return  the  order  to  the  parties  as  their  voucher  of 
delivery. 

No  stores  are  to  be  delivered,  unless  the  requi- 
sition shall  be  signed  by  the  principals  of  the 
departments,    or  in  their  absence   by   the  party 
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acting  for  them,  requiring  such  stores.  On 
receiving  the  requisitions,  the  Store-Keeper  will 
enter  them  in  the  Requisition  Book,  and  send  an 
order  to  the  tradesman  who  supplies  the  article. 

Upon  stores  being  required  for  the  uses  of  the 
several  other  departments,  the  heads  thereof  will 
transmit  to  the  Store-Keeper  written  requisitions 
for  the  same ;  if  for  Cooperage  stores,  he  will 
countersign  the  requisitions,  and  forward  them 
to  the  Principal  Cooper,  who,  upon  delivery  of 
the  articles,  will  cause  the  requisition  to  be 
receipted,  and  returned  to  this  office  to  be  regis- 
tered, upon  receipt  of  stores  from  a  contractor  or 
tradesman.  The  principals  of  departments  will 
give  the  receipt  to  the  tradesman  on  the  back  of 
the  order,  and  send  an  account  to  the  Store- 
Keeper  upon  the  form  provided  for  that  purpose, 
who  will  enter  the  quantities  and  date  received 
in  the  Requisition-Book  in  the  columns  provided 
for  that  purpose.  He  will  likewise  post  the 
same  in  the  Stock  Account  Book,  charge  the 
department  with  the  ciuantities  supplied,  and 
carry  them  to  the  Tradesmen's  Account.  A 
separate  Stock-Book  is  kept  for  stationery,  shew- 
ing the  receipt  and  appropriation. 

The  contractors  or  tradesmen  are  to  send  in 
their  accounts,  half  yearly,  made  up  to  the  1st  of 
June,  and  to  the  1st  of  December  in  each  year, 
and  must  annex  thereto,  the  orders,  duly  receipted 
by  the  heads  of  the  departments,  as  vouchers  of 
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delivery,  which  will  be  afterwards  checked  by 
the  Store-Keeper,  with  the  book  in  which  tlie 
requisitions  liave  been  entered. 

Whenever  repairs  are  required  to  machinery, 
&c.  which  cannot  be  effected  in  the  department, 
the  Principals  will  transmit  to  the  Store-Keeper 
particulars  thereof,  who  will  enquire  into  the 
circumstances ;  and  if  it  should  appear  that  the 
same  arose  from  negligence  or  inattention,  he 
will  bring  the  facts  under  the  notice  of  the 
Superintendent,  so  that  the  conduct  of  the  party 
may  be  considered. 

The  Store-Keeper  will  cause  strict  attention  to 
be  paid  to  the  quality,  sample,  or  pattern,  and 
if  the  articles  are  not  according  to  contract,  or  if 
any  defect  in  quality  is  discovered,  he  will  reject 
them.  The  heads  of  departments  must  be  enjoined 
to  be  very  careful  in  the  examination  of  articles 
received,  and  satisfy  themselves  that  they  are  of 
good  quality  ;  and  whenever  any  doubts  are  enter- 
tained, they  will  communicate  with  the  Store- 
Keeper,  who,  as  frequently  as  possible,  must  per- 
sonally attend  upon  the  receipt  thereof,  and 
particularly  with  respect  to  the  articles  received 
into  the  Cooperage  store.  He  will  be  assisted  by 
the  Principal  Cooper,  in  the  examination  of  the 
quality  of  all  articles  supplied  for  the  use  of  the 
latter  Department ;  and  the  Store-Keeper  is  em- 
powered to  call  in  the  aid  of  any  Principals  of 
Departments  for  a  similar  purpose,  and  to  confer 
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when  necessary  with  the  resident  Civil  Engineer 
in  respect  of  any  articles  as  to  the  Cj[iiality  of 
which  or  otherwise  he  may  entertain  a  doubt. 

All  stores  which  can  usefully  undergo  the 
operation,  must  be  repaired  or  worked  up  in  the 
Smithery  or  by  persons  to  be  selected  from  the 
labourers,  in  the  Docks.  The  labourers  for  that 
branch  of  employment,  must  be  selected  from  those 
permanent  men,  who,  from  length  of  service  are 
incapable  of  hard  work,  or  who,  from  suffering 
under  some  slight  temporary  indisposition  may 
be  considered  entitled  to  such  indulgence.  The 
articles  must  be  immediately  deposited  in  the 
store,  and  taken  into  stock. 

An  account  will  be  kept  by  the  Store-Keeper 
in  the  Stock-Book  of  the  cost  of  all  stores  worked 
up  as  well  as  of  new  ones  made,  notice  of  which 
should  be  transmitted  by  the  Principal  Cooper 
and  Engineer  to  the  Store-Keeper,  accompanied 
by  the  necessary  particulars,  and  such  stores  are 
to  be  carried  to  the  debit  of  the  Stock  Account. 
He  will  balance  the  Stock  Account  on  the 
31st  May  and  30th  November  in  each  year  and 
carry  forward  the  quantities. 

Books  and  blank  forms  will  be  delivered  from 
time  to  time,  as  required ;  but  minor  articles, 
such  as  pens,  ink,  paper,  wafers,  blotting  paper, 
Sec.  Sec.  will  be  delivered  quarterly  to  each  de- 
partment, in  such  quantities  as  shall  be  required, 
by  a  requisition   to   be  made   by  the    Principals 
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thereof;  if  any  other  supplies  during  the  quarter 
are  required,  they  must  be  specially  applied  for, 
in  the  manner  pointed  out  with  respect  to  other 
stores. 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
officers  or  servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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INSTRUCTIONS 


CIVIL       ENGINEER. 


This  Officer  is  under  the  immediate  control 
of  the  Secretary :  he  will  reside  near  to  the 
Docks,  so  as  to  be  within  call  in  case  of  fire  or 
accident. 

He  will  sign  his  name  at  or  before  8  o'clock 
in  the  morning  in  the  Appearance-Book  kept  in 
the  Superintendent's  Office  throughout  the  year. 
His  ordinary  time  for  quitting  is  half-past  4 
o'clock,  but  this  is  to  be  regulated  by  the 
exigencies  of  the  service. 

Immediately  on  his  arrival  he  will  proceed  to 
his  office  and  from  thence  to  the  Smithery,  and 
ascertain  that  the  Foreman  and  Men  are  at  their 
posts,  and  the  work  going  on  in  a  satisfactory 
manner ;  he  will  likewise  visit  any  works  of  which 
he  has  the  superintendence  on  the  premises,  or  in 
Cutler- street,  Steam  Wharf  at  the  Dock  entrance, 
or  in  the  river  near  thereto. 

He   will    occasionally   when    recjuired    by   the 
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Secretary  or  as  expediency  shall  point  out,  visit 
the  Docks  previously  to  the  hour  for  the  com- 
mencement of  public  business  or  after  cessation 
of  the  same,  both  or  either  inspecting  the  internal 
Police,  the  Fire-engines,  Watercocks,  &c. ;  and 
in  the  event  of  ascertaining  that  the  Company's 
regulations  are  contravened  by  the  use  of  lights 
or  fires  at  periods  when  they  are  not  allowed, 
he  must  cause  them  to  be  extinguished  forth- 
with by  the  Fireman,  Constable,  or  Watchman 
on  duty,  or  if  necessary,  call  in  the  aid  of  the 
Superintendent  of  the  Police  and  report  the  facts. 

When  application  is  made  to  the  Dock-Master 
by  captains  of  vessels  for  leave  to  burn  lights  or 
fires  after  the  hours  of  public  business,  the  Civil 
Engineer  will  proceed  on  board,  and  until  he  is 
satisfied  that  the  fi.re-place,  funnel,  or  lantern  is 
properly  constructed  and  in  good  repair,  and  has 
reported  accordingly,  an  order  for  their  use  is  not 
to  be  granted  by  the  Dock-Master.  He  will  also 
from  time  to  time  inspect  the  fire-places,  stoves, 
and  funnels  on  board  in  use,  and  if  not  secure, 
direct  the  needful  to  be  done  by  the  person  in 
charge  of  the  ship  or  craft. 

He  will  attend  at  the  stated  periods  when  the 
Fire  Engines  are  exercised,  and  give  all  necessary 
instructions  to  the  Foremen  and  Men  employed 
thereat,  training  them  so  as  to  make  them  prac- 
tically acquainted  with  the  apparatus  and  work- 
ino'  of  the  En^'ines. 
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He  will  superintend  the  whole  of  the  Ma- 
chinery, Steam  and  Fire  Engines  and  Gear,  Lock- 
Gates,  Pier-Heads  and  Bridges,  Quay-Walls,  as 
well  in  Dock  as  at  the  Steam-packet  Wharf,  and 
occasionally  examine  the  foundation  of  the  Dock- 
Entrance,  also  the  Moorings,  and  all  works 
requiring  examination  with  the  Diving-Bell ;  he 
is  likewise  to  supervise  the  dredging  and  removal 
of  mud,  silt,  &c.  and  enforce  the  conditions  of 
the  Contractor's  agreement,  and  report  in  writing 
to  the  Secretary  any  breach  of  covenant,  neglect 
of  duty,  or  attempted  fraud  or  evasion  by  the 
persons  employed  by  him.  Especial  attention 
must  be  paid  by  him  to  the  requisite  depths  of 
water  being  maintained  off  the  Dock-Entrance 
within  the  radius,  also  between  the  buoys  and  at 
the  Steam-Packet-Wharf,  and  in  the  Dock-Basin, 
and  he  must  certify  to  the  number  of  cubic  yards 
of  mud,  &c.  removed. 

He  is  to  take  the  soundings  alternate  Spring 
Tides  within  the  prescribed  limits  in  the  river, 
reducing  the  depths  recorded  to  low  water  Trinity 
datum,  and  furnish  the  Secretary  with  a  copy  of 
it  periodically.  He  will  inspect  the  register  kept 
in  the  Dock-Master's  department  of  the  period  of 
high  water,  and  the  depths  as  indicated  by  the 
Tide-Guage,  and  examine  the  Time-keeper  occa- 
sionally and  see  that  it  is  properly  regulated,  for 
which  purpose  a  person  attends  from  the  clock- 
maker  each  Monday  morning. 


136 

The  Civil  Engineer  is  to  superintend  the  land- 
ing-, shipping,  or  transhipping  and  removing  of 
all  heavy  machinery  and  heavy  stone,  or  metal 
goods,  and  also  of  marble  in  blocks,  pieces,  or 
statues  of  great  weight,  paying  special  attention 
that  the  goods  are  securely  slung,  that  chains 
and  slings  adequate  to  the  respective  weights  to 
be  raised  are  used,  and  that  no  more  strain  or 
leverage  is  put  on  the  machinery  than  the  gear 
in  use  is  equal  to  bear,  and  he  will  occasionally 
prove  the  chains,  slings,  gear,  &c. 

He  is  to  measure  and  make  a  return  of  the 
actual  contents  of  blocks  of  marble  delivered 
from  on  ship-board  or  received  by  craft. 

It  is  his  duty  to  take  charge  of  all  drawings 
or  plans  in  his  department,  attend  to  the  Engi- 
neers' works,  and  see  they  are  properly  executed, 
and  give  the  Company  the  benefit  of  any  sugges- 
tions that  may  tend  to  economy  or  the  improve- 
ment of  the  machinery.  He  will  pay  great  attention 
to  the  labour  in  his  department,  and  superintend 
the  manufacture  and  repairs  of  machineiy  and 
implements  used  by  the  Company,  and  he  will 
confer  with  the  Store-keeper  in  any  cases  when 
expedient  as  to  the  application  or  rejection  of 
stores  or  materials. 

He  will  check  the  quantity  of  work  done  by 
the  men  under  him,  and  enter  the  same  in  the 
Artificers'  Day-Book,  and  make  out  the  weekly 
account  of  wages,  which  he  will  forward  to  the 
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Pay-Clerk  in  the  Secretary's  Office  early  on  each 
Thursday  morning,  and  from  whom  he  will  receive 
the  amount  at  the  customary  hour  in  the  afternoon 
of  that  day.  He  is  held  responsible  for  the 
accuracy  of  the  wages'  account  and  the  due 
appropriation  of  the  amount  thereof. 

The  proper  supply  and  filtration  of  water  for 
the  use  of  shipping  being  of  the  greatest  import- 
ance, he  will  be  careful  that  the  watering  hose, 
pipes,  and  cocks  are  kept  in  good  condition  and 
that  a  sufficient  quantity  of  properly  filtered 
water  is  constantly  ready  for  use ;  likewise  that 
the  hose,  standing  watercocks,  and  other  gear  at 
the  back  of  the  warehouses  are  constantly  fit  for 
immediate  service. 

An  account  is  to  be  made  out  half-yearly  and 
delivered  to  the  Store-Keeper  of  the  stock  of 
materials  on  hand  in  this  department.  He  is 
likewise  at  those  periods  to  check  the  tradesmen's 
accounts  in  the  Engineer's  Department,  and 
deliver  them,  accompanied  by  an  abstract,  to  the 
Accountant. 

The  chief  duties  of  the  Civil  Engineer  having 
been  pointed  out,  he  will  regulate  his  attendance 
and  apportion  his  services  as  his  judgment  shall 
direct  for  the  benefit  of  the  Company,  and  when- 
ever deemed  necessary  confer  with  the  Super- 
intendent or  Secretary,  the  latter  by  preference, 
in  all  matters  connected  with  the  Soundings, 
Lock-Gates,  or  Fire-Engines. 

T 
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No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
officers  or  servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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INSTRUCTIONS 


CLERK    OF    THE    WORKS. 


The  attendance  of  this  Officer  is  required  at 
such  times  and  places  as  the  exigencies  of  the 
service  demand.  He  will  attend  regularly  every 
Tuesday  and  Friday,  and  go  round  the  Dock  and 
up-town  Warehouses,  and  upon  alarm  attend  at 
the  Docks  forthvi^ith.  He  is  under  the  control  of 
the  Secretary,  and  will  attend  to  his  directions  in 
respect  to  the  duties  he  has  to  perform,  of  which 
the  following  is  a  brief  statement. 

He  is  to  attend  the  Secretary  or  Superintendent 
whenever  required,  and  is  to  make  out,  when 
called  upon,  drawings  and  estimates  for  all  con- 
templated works  or  alterations  in  the  Dock-build- 
ings, Steam-Packet-wharf,  Cutler  and  New  Street 
Warehouses  and  Officers'  Houses  attached  there- 
to ;  and  on  receiving  the  instructions  of  the 
Secretary  he  will  prepare  drawings,  and  after 
contracts  arc  taken,  see  that  the  works  are  pro- 
perly   executed   by   the    Contractors    or    })y   the 
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Company's  ■workmen,  as  the  case  may  be ;  or 
when  the  works  are  of  sufficient  magnitude  he 
will,  under  the  direction  of  the  Secretary,  invite 
tenders  from  tradesmen  or  builders  for  the  same, 
superintend  the  works  when  in  progress,  measure 
and  examine  them  on  their  completion,  and  certify 
the  accounts.  He  will  in  like  manner  attend  the 
Superintendent  when  minor  works,  alterations,  or 
repairs  are  vvanted,  estimate  their  cost,  and 
superintend  their  progress  and  completion. 

He  will  also,  on  receiving  notice,  estimate  the 
cost  of  any  damage  done  by  shipping  or  craft  to 
any  of  the  Company's  buildings,  works,  or  gates, 
and  report  thereon  to  the  Superintendent,  whom 
he  will  also  accompany,  when  required,  in  his 
periodical  surveys  of  the  Warehouses  or  Vaults, 
or  in  case  of  any  proposed  improvements  or 
alterations. 

He  is  to  survey  the  roofs  of  the  Warehouses  or 
other  buildings,  when  called  upon  so  do  by  the 
Principals  of  Departments,  after  storms  or  other 
circumstances  from  which  damage  might  arise; 
and  he  will,  during  the  month  of  October  in  each 
year,  give  them  a  thorough  examination. 

He  will  take  instructions  from  the  Superin- 
tendent as  to  repairs  of  Windows,  order  the  glass 
of  the  contractor,  and  check  the  quantities  re- 
ceived by  the  vouchers.  Sec. 

He  is  to  calculate  the  quantity  of  each  descrip- 
tion of  materials   required   for  different  works  or 
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repairs,  and  order  the  same  from  the  contractors  ; 
he  will  receive  the  vouchers  of  those  delivered 
and  check  the  quantities ;  and  is  to  measure 
painting  and  other  works,  and  certify  all  trades- 
men's accounts  in  the  Architect's  Departments. 

He  will  give  instructions  to  the  Foremen  and 
Mechanics  whilst  works  or  repairs  are  in  pro- 
gress. He  is  to  make  out  the  account  of  weekly 
wages  in  his  department,  for  the  correctness  and 
due  appropriation  of  which  he  is  responsible, 
and  furnish  the  Pay-Clerk  with  the  accounts, 
from  whom  he  will  receive  the  amount  on  Thurs- 
day in  each  week. 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
Officers  or  Servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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INSTRUCTIONS 

TO   THE 

APPRENTICES, 

AND     FORM     OF     INDENTURE. 


Youths,  between  the  ages  of  fourteen  and  six- 
teen years,  are,  as  the  demand  of  the  service 
requires,  appointed  Apprentices,  to  assist  in  the 
clerical  duties  of  the  respective  departments.  The 
superior  Officers  of  the  Dock-Company  are  en- 
joined to  be  particularly  observant  of  the  conduct 
of  such  as  are  under  their  supervision,  not  only  as 
to  their  regularity  and  assiduity  in  the  discharge 
of  their  duty,  but  as  to  their  general  propriety  of 
behaviour,  and  to  exercise  a  proper  parental 
authority  over  them.  The  object  of  these  ap- 
pointments is  to  educate  youth  in  the  practical 
details  of  the  several  branches  of  the  business  of 
the  Dock-Company,  so  as  to  afford  the  means  of 
supplying  vacancies,  with  experienced  and  intel- 
ligent Officers.  The  best  claims  which  an  Ap- 
prentice can  have  to  being  placed  upon  the  per- 
manent Establishment,  on  the  expiration  of  his 
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indentures,  and  to  future  promotion,  are  a  good 
moral  character, — an  uniform  respectfulness  of 
demeanour  to  his  superiors,  —  civility  to  the 
public, — activity  and  attention,  with  a  proficiency 
in  his  knowledge  of  business. 

The  Principals  will  employ  the  Apprentices 
attached  to  their  several  departments  in  the  most 
useful  manner.  As  soon  as  they  shall  have 
evinced  zeal,  ability,  and  attention  to  business, 
they  will  be  occasionally  employed  as  Ware- 
house-Clerks, Landing-Clerks,  &c.  and  the  Prin- 
cipals will  take  pains  to  instruct  them  in  the 
details,  and  practical  business  of  their  depart- 
ments respectively,  so  as  to  qualify  them  for  any 
vacancies  which  may  occur  in  the  Office  of 
Clerks.  Misconduct  of  every  description  is  to 
be  noticed,  and,  unless  immediately  corrected, 
the  Principals  of  out-door  departments  will  re- 
port the  same  to  the  Superintendent,  and,  of  in- 
door departments,  to  the  Secretary  ;  the  Directors 
being  determined  to  cancel  the  indentures  of  any 
of  the  Apprentices,  who  shall  be  guilty  of  mis- 
conduct, or  disobedience  of  orders. 

The  Apprentices  will  attend  punctually  every 
morning,  Sundays  and  holidays  excepted,  at  the 
time  prescribed,  previously  to  the  commencement 
of  business  in  the  Office  in  which  they  may  be 
stationed  for  the  time,  and  sign  the  Appearance- 
Book,  in  conformity  with  the  Instructions  given 
under  the  heads  of  the  several  departments. 


145 

No  Officer  or  Servant  of  the  Company  is  al- 
lowed to  purchase,  sell,  or  deal  in  any  Stores  or 
Goods  deposited  within  the  premises  of  the  St. 
Katharine  Dock  Company. 

Fines  will  be  enforced  for  want  of  punctuality 
or  disobedience  of  the  By-Laws,  Rules,  Orders, 
Regulations,  and  Instructions.  Irregularity  will 
be  punished  by  suspension,  and  if  habitual  by 
dismissal. 

No  fees  or  gratuities  are  to  be  taken  by  the 
officers  or  servants  of  the  Dock  Company,  nor 
are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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ST.  KATHARINE    DOCK    COMPANY 


^vtitU^  of  ^qtetxncnt  made  the 

day  of  in  the  Year  of  the  Reign 

of  our  Sovereign  Lady  Victoria  the  First,  hy  the 
Grace  of  God,  of  the  United  Kingdom  of  Great 
Britain  and  Ireland,  Queen,  Defender  of  the 
Faith,  and  in  the  Year  of  our  Lord  One  Thousand 
Eight  Hundred  and 

iSttfoeen  of  and  of  the 

said  ,  and  now  of  the  age  of  , 

of  the  one  part,  and  to  the  St.  Katharine 

Dock  Company,  of  the  other  part,  SSEltncsSCt]^, 
that  the  said  of  his  own  free  will  and 

consent,  and  with  the  consent  and  approbation  of  the 
said  (testified  by  his  sealing  and  delivering 

these  presents,)  hath  put,  placed,  and  bound,  and  by 
these  presents  doth  put,  place,  and  bind,  himself  as  an 
articled  or  covenant  servant  to  the  said  and 

his  successors.  Secretary  for  the  time  being,  of  the  said 
St.  Katharine  Dock  Company,  to  be  employed  in 
all  such  labour,  duty,  or  business,  as  the  Court  of 
Directors,  for  the  time  being,  of  the  said  St. 
Katharine  Dock  Company,  or  the  said  Secretary 
and  his  successors,  as  aforesaid,  or  other  officer  or  ser- 
vant of  the  said  Company,  under  whose  direction  or 
control,  the  said  may  be  placed,  shall  order 
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and  direct,  from  the  day  of  until  he 

the  said  shall  have  completed  his  seven  years' 

servitude  :  And  the  said  doth  for  himself,  his 

heirs,  executors,  and  administrators,  covenant,  promise, 
and  agree,  with  and  to  the  said  and  his  suc- 

cessors. Secretary  for  the  time  being  to  the  said  Com- 
pany, by  these  presents,  in  manner  following,  (that 
is  to  say,)  THAT  the  said  shall  and  will, 

until  the  expiration  of  such  servitude,  justly,  truly,  and 
faithfully  serve  the  St.  Katharine  Dock  Company, 
and  their  successors,  as  their  articled  or  covenant  ser- 
vant, and  shall  and  will  employ  himself  in,  and  do  and 
perform  all  such  labour,  duty,  and  business  as  the 
Court  of  Directors,  for  the  time  being,  of  the  said 
Company,    or  the   said  or  his   successors, 

Secretary  for  the  time  being  or  other  officer  or  servant 
as  aforesaid,  shall  order  and  direct :  And  that  the  said 
shall  and  will  at  all  times  during  the  period 
aforesaid,  obey  the  lawful  commands,  protect  the  pro- 
perty, promote  the  interests,  and  keep  the  secrets  of 
the  said  Company,  and  shall  not,  nor  will  do,  or  per- 
mit, or  suffer  any  injury,  hurt,  or  damage,  to  the  said 
Company,  or  to  the  said  Secretary,  or  his  successors, 
or  any  of  them,  in  his  or  their  goods,  estate,  effects,  or 
property,  credit,  or  character,  or  to  the  goods,  effects,  or 
property,  committed  or  entrusted  to  the  care  or  custody 
of  the  said  Company,  or  of  the  said  Secretary,  or  his 
successors,  by  any  other  person  or  persons  :  And  that 
the  said  shall  forthwith  give   notice    of  any 

such  injury,  hurt,  or  damage,  done  by  any  person  or 
persons  whomsoever,  to  the  Secretary  of  the  said  Com- 
pany, for  the  time  being:  And  shall  not  embezzle  or 
waste  the  goods,  effects,  or  property,  of  the  said  Com- 
pany, or  any  other  goods,  effects,  or  property,  com- 
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mitted  or  entrusted  to  his  or  their  care  or  custody,  nor 
in  any  manner  deliver  or  dispose  of  the  same,  or  any 
part  thereof,  to  any  person  or  pei'sons,  without  the 
direction  of  the  said  Company,  or  their  Secretaiy  for 
the  time  being  :  And  also  that  the  said  shall 

not,  without  the  leave  or  consent  of  the  said  Company, 
or  their  Secretary  for  the  time  being,  absent  himself  or 
depart  from  their  service,  but  in  all  things,  as  a  good 
and  faithful  servant,  shall  and  will  demean  and  behave 
himself  to  the  said  Company,  and  to  their  Secretary, 
and  other  officers  for  the  time  being :  And  also,  that 
he  the  said  his  executors  or  administrators, 

shall  and  will  find,  provide,  and  allow  unto  the  said 

good  and  sufficient  meat,  drink,  lodging, 
apparel  of  all  kinds,  and  repairing  and  washing  of  the 
same,  and  all  other  necessaries,  in  sickness  and  in 
health,  meet  and   suitable   for  the    said  as 

such  servant  as  aforesaid  :  And  in  consideration  of  such 
the  good  and  faithful  services  of  the  said 
and  of  the  covenants,    stipulations,   and    agreements, 
hereinbefore  mentioned  and  contained,  on  the  part  of 
the  said  to  be  observed  and  performed,  and 

upon  condition  of  the  due  performance  of  the  same 
respectively,  he  the  said  for  and  on  behalf  of 

the  said  St.  Katharine  Dock  Company,  doth 
hereby  covenant  and  agree  with,  and  to  the  said 
his  executors  and  administrators,  that  the  Directors 
of  the  said  St.  Katharine  Dock  Company,  for  the 
time  being,  shall  and  will,  well  and  truly  pay,  or  cause 
to  be  paid,  unto  the  said  weekly,  and  every 

week,  (periods  of  absence  from  duty  excepted,)  until 
the  expiration  of  seven  years'  servitude,  (if  he  the  said 

shall  so  long  live,  and  continue  in  the  said 
service  or  employ,  and  well  and  duly  perform  the  seve- 
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ral  covenants,  stipulations,  and  agreements,  herein- 
before contained  on  his  part  and  behalf  to  be  observed 
and  performed,)  the  wages  following,  (that  is  to  say) 
the  sum  of  shillings  weekly,  and  every  week  from 

the  time  the  said  shall  enter  into  the  service 

of  the  said  Company,  until  the  expiration  of  the  second 
year ;  the  sum  of  shillings  weekly,  and  every 

week,  from  such  period,  until  the  expiration  of  the 
third  year;  the  sum  of  shillings  weekly,  and 

every  week,  from  the  same  period,  until  the  expiration 
of  the  fourth  year  ;  the  sum  of  shillings  weekly, 

and  every  week,  from  such  period,  until  the  expiration 
of  the  fifth  year  ;  the  sum  of  shillings  weekly, 

and  every  week,  from  such  period,  until  the  expiration 
of  the  sixth  year  ;  and  the  sum  of  shillings 

weekly,  and  every  week,  from  such  period,  until  the 
expiration  of  the  seventh  year. 

^robibctf  altoaps,  ant  it  is  j^mbp  aQTCttr,  That  it  shall 

and  may  be  lawful  for  the  Directors  of  the  said 
Company,  to  dismiss  the  said  from  the  ser- 

vice or  employ  of  the  said  Company  without  assigning 
any  reason  for  so  doing ;  and  then  and  from  thence- 
forth these  presents,  and  every  clause,  matter,  and 
thing,  herein  contained,  shall  cease,  determine,  and  be 
absolutely  void,  to  all  intents  and  purposes  whatsoever, 
any  thing  herein  contained  to  the  contrary  thereof  in 
any  wise  notwithstanding. 

And  for  the  true  performance  of  the  several  cove- 
nants, clauses,    stipulations,   and    agreements,  herein- 
before contained   on   the   part  and  behalf  of  the  said 
his  administrators,  and  also  on  the  part  of 
the  said  to  be  observed  and  performed,  he 

the  said  doth  hereby  bind  himself,  his  heirs, 

executors,  and  administrators,  and  every  of  them,  unto 
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the  said  and  his  successors,  Secretary  of  the 

said  Company  for  the  time  being,  in  the  penal  sum  of 
ONE  HUNDRED  POUNDS,  being  a  hquidated 
penalty. 

In  toftnCSS  foftcrcof,  the  said  parties  above-named  have 
hereunto  set  their  hands  and  seals,  the  day  and  year 
first  above-written. 

Sealed  and  delivered,  (being  \ 
first  duly  stamped,)  in  the  \ 
presence  of  \ 


lol 


(S^ntlCY-avett—(f^tmYal  H^ftite. 


INSTRUCTIONS 


Conduct  of  Business  in  the  General  Office,  and 
in  the  Tea  Departmeiit. 


GENERAL  DEPARTMENT. 

The  Clerks,  Examiners,  and  Apprentices  sta- 
tioned in  this  Office,  engaged  in  transacting  the 
business  and  keeping  the  accounts  applicable  to 
goods  other  than  Tea,  and  the  Examiners  at- 
tached to  the  Department,  must  regulate  them- 
selves by  the  General  Instructions  to  the  Cargo 
Ledger  Clerks,  furnished  to  each  of  them  for 
their  guidance,  with  the  exception  of  minor  dif- 
ferences in  detail  as  arise  from  local  circum- 
stances. 

They  are  to  sign  the  Appearance-Book  kept 
by  the  Warehouse-Keeper  (vide  Code  of  Instruc- 
tions, vol.  ii.  p.  222),  at  one  quarter  of  an  hour 
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previously  to  the  commencement  of  public  busi- 
ness throughout  the  year;  the  period  for  their 
quitting-  after  four  o'clock  must  be  regulated  by 
the  demands  of  the  service. 

The  Superintendent  of  the  Tea  Department 
has  authority  over  the  Clerks,  Apprentices,  and 
Examiners,  and  they  vv^ill  under  his  directions  and 
also  those  of  the  Chief-Clerk  of  the  Tea  Depart- 
ment who  w^ill  superintend  the  general  details  of 
business  in  the  office,  be  employed  as  occasion 
requires,  in  either  the  Tea  or  General  Depart- 
ment, according  to  the  pressure  of  business  or 
existing  circumstances. 


TEA  DEPARTMENT. 

The  hours  for  commencement  of  public  busi- 
ness in  this  Office  are,  from  the  1st  of  March  to 
31st  of  October,  inclusive,  at  eight  o'clock  in  the 
morning,  and  from  the  1st  of  November  to  the 
last  day  of  February,  inclusive,  at  nine  o'clock, 
and  for  cessation  of  public  business  at  four  o'clock 
throughout  the  year.  Delivery  orders  are  not 
passed  after  three  o'clock. 

The  Superintendent  in  this  Department  has 
the  controul  of  the  Clerks,  Examining  Clerks, 
and  Apprentices  employed  in  the  Office,  and  is 
likewise  empowered  to  exercise  a  general  super- 
vision over  the  Warehouse  Officers,  Servants  of 
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the  Company,  Labourers,  and  Messengers ;  and 
all  the  business  connected  with  the  Warehouse  or 
Office  is  transacted  under  his  superintendence. 

The  Clerks  and  Apprentices  are  to  sign  in  the 
Appearance-Book  kept  in  the  Office  at  a  quarter 
of  an  hour  before  the  time  previously  stated, 
and  they  are  not  to  quit  in  the  afternoon  before 
four  o'clock  nor  until  the  whole  of  the  daily 
business,  as  far  as  practicable,  is  posted  up,  so 
that  no  arrears  take  place. 

The  Warehouse-Keeper  will  each  morning  draw 
the  line  in  the  Attendance-Book  at  a  quarter  of 
an  hour  before  the  hour  of  commencing  public 
business,  under  which  those  who  do  not  arrive  at 
or  before  that  time  will  sign  their  names,  stating 
the  time  and  the  cause  of  each  late  attendance, 
to  be  certified  by  the  Warehouse-Keeper,  toge- 
ther with  the  names  of  absentees,  if  any,  and 
cause  of  absence.  This  book  to  be  forwarded 
early  on  Monday  morning  to  the  Secretary's 
Office  for  examination. 

The  Cargo-Ledgers  in  this  Office  are  arranged 
in  two  sets,  one  applying  to  Importations  and  the 
other  to  Deliveries ;  they  present  a  succinct  nar- 
rative of  the  proceedings  relating  to  the  goods 
generally,  from  the  period  of  their  being  landed 
to  the  time  of  delivery ;  they  contain  columns 
for  the  insertion  of  the  various  charges  on  the 
goods,  which  are  to  be  posted  from  the  docu- 
ments of  charges. 
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The  Clerks  are  responsible  for  the  accuracy  of 
the  entries  made  by  them  in  the  ledgers,  and  in 
the  performance  of  which  part  of  their  duty  an 
uniformity  of  system  in  the  mode  of  keeping  the 
accounts  is  indispensable.  Great  care  must  be 
taken  to  insert  the  proper  references  when  goods 
are  transferred  from  one  page  to  another,  and 
whenever  any  deviation  from  the  established 
mode  is  observed  by  the  Superintendent,  the 
Chief  Clerk,  or  Examiners,  it  must  be  imme- 
diately rectified. 

Great  care  is  to  be  taken  that  all  the  entries 
are  posted  up  so  soon  as  the  documents  are  re- 
ceived. 

No  erasures  are  allowed,  but  necessary  cor- 
rections must  be  made  with  the  pen  and  in  red 
ink. 

With  a  \iew  to  despatch  of  business  and  a 
proper  supervision,  it  is  the  duty  of  the  Chief 
Clerk  to  assist  in  the  general  business,  super- 
intend the  Clerks  and  Apprentices,  and  instruct 
them  in  the  performance  of  their  duties,  and  to 
whom  they  are  in  the  first  instance  to  apply  for 
instructions  in  case  of  doubt  or  difiiculty.  He  is 
to  establish  correctness  and  uniformity  in  keeping 
the  books  and  making  out  bills  of  charges,  and 
fairly  apportion  the  work  between  the  Clerks 
and  Apprentices,  rendering  every  possible  as- 
sistance upon  press  of  business.  Instances  of 
inattention,     carelessness,    irregularity,    want    of 
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exertion,  or  other  misconduct,   are  to  be  imme^ 
diately  made  known  to  the  Superintendent. 

The  Chief  Clerk  is  to  make  himself  familiarly 
acquainted  with  the  tables  of  rates  and  the  detail 
of  the  various  operations  and  charges  relative  to 
Tea.  The  preparing  of  all  Certificates  of  Damage 
is  confided  to  him ;  but  they  are  invariably  to  be 
signed  by  the  Superintendent,  who  is  the  only 
Officer  authorised  to  report  on  the  damage  of  Tea 
in  warehouse.  He  will  keep  a  book  containing 
the  names  of  all  ships  and  craft  by  which  Teas 
are  received,  and  provide  the  Landing-Clerks 
with  the  proper  forms  of  landing-accounts  to  be 
used  for  each  parcel,  and  who,  by  their  instruc- 
tions, are  strictly  enjoined  to  use  those  only  which 
are  applicable  to  the  specific  quantities  or  for 
which  the  forms  are  designed. 

The  Superintendent  will  watch  the  progress  of 
the  various  operations  performed,  which  informa- 
tion he  will  obtain  from  the  Warehouse-Keeper's 
daily  report  and  the  Foremen's  returns  of  in- 
ternal operations,  or,  in  special  cases,  inform 
himself  of  the  particulars  by  reference  or  by 
personal  communication  with  the  Warehouse^ 
Keeper  if  necessary,  taking  great  care  to  ascer- 
tain that  all  the  operations  usually  performed 
have  taken  place,  and  are  correctly  charged  for. 

A  General  Index  to  the  Ship  and  Craft  Ac- 
counts in  the  Ledgers  is  to  be  kept,  and  must  be 
duly  posted  up  and  ready  for  immediate  reference  • 
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and  as  this  book  will  be  in  use  for  a  length  of 
time  great  care  must  be  used  in  handling  it. 
Whenever  the  whole  of  the  goods  received  by 
one  ship  or  craft  are  delivered,  the  vessel's  name 
is  to  be  crossed  through  in  the  index,  as  also  in 
the  particular  index  to  be  kept  in  each  ledger. 

The  utmost  despatch  consistent  with  accuracy 
is  at  all  times  to  be  afforded  the  public,  and  great 
care  taken  that  all  charges  for  rates,  operations, 
rent  accrued,  &c.  &c.  are  paid  before  the  war- 
rants are  issued  or  transfer  or  delivery  of  the 
goods  takes  place. 

The  Chief  Clerk  is  to  repress  all  gossipping 
and  indolence,  and  is  responsible  for  the  proper 
discharge  of  the  duties  by  the  Clerks  or  Appren- 
tices, and,  also,  that  the  accounts  as  far  as  prac- 
ticable are  posted  up  daily  by  the  Clerks  or 
Apprentices  before  they  quit  business. 

In  all  cases  of  doubt  or  difficulty,  the  Super- 
intendent must  be  referred  to  for  directions  pre- 
viously to  proceedings  being  taken. 

No  Order  for  transfer  or  delivery  is  to  be 
received  before  the  goods  are  actually  landed ; 
but  transfers  by  endorsement  of  bills  of  lading 
may  be  made  as  soon  as  the  ship  is  in  the  St. 
Katharine-Dock  and  the  manifest  is  lodged. 

Although,  in  the  ordinary  course  of  business, 
the  charges  due  must  be  paid  previously  to  a 
transfer  or  delivery  order  being  accepted,  in 
special  cases,  when  partial  delivery  is  required 
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previously  to  the  landing  charges  on  the  whole 
mark  or  parcel  of  goods  being  ascertained,  the 
order  for  such  partial  delivery  may  be  passed, 
retaining  sufficient  goods  to  cover  the  charges  on 
the  vv^hole. 

Any  order,  bill  of  lading,  or  warrant  in  which 
any  interlineation,  erasure,  or  other  alteration  has 
been  made,  is  not  to  be  accepted  without  the 
signature  of  the  party  authorised  to  make  such 
alteration  being  affixed  thereto;  and  whenever  any 
such  shall  be  apparent,  the  Clerk  is  to  submit  the 
same  for  the  inspection  and  instruction  of  the 
Superintendent. 

The  Clerks  and  Apprentices  must  affijrd  every 
facility  to  the  Examining-Clerks,  who,  in  the 
event  of  their  experiencing  any  impediments  in 
the  execution  of  their  duty,  are  to  report  the 
same  to  the  Superintendent ;  but  it  is  to  be  clearly 
understood  that  the  Examiners  must  always  defer 
their  examination  whilst  public  business  is  re- 
quired to  be  transacted  in  the  books  under  their 
immediate  inspection,  and  as  a  system  of  mutual 
accommodation  and  forbearance  is  essential  to  the 
interests  of  the  Company,  a  cordial  cooperation 
between  the  Officers  and  Clerks  in  these  two 
branches  of  the  establishment  is  recommended 
and  enjoined. 

The  following  general  statement  in  respect  to 
the  course  of  business  is  intended  to  embrace 
the  principal  duties  of  the  Clerks,  and  as  relates 
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to  various  subsidiary  regulations  embodied  in 
minutes,  or  orders  from  the  Secretary,  the  Clerks 
and  Apprentices  are  to  avail  themselves  of  suit- 
able opportunities  to  make  themselves  thoroughly 
acquainted  with  the  respective  branches  of  their 
duty,  by  a  reference  to  the  General  Instruction 
Book. 

The  general  duty  may  be  stated  as  follows, 
viz. — 

To  open  accounts  in  the  ledgers  for  the  cargo 
of  each  ship  or  craft  by  transcribing  therein,  in 
detail,  the  manifest  of  the  vessel  if  discharging 
in  the  Dock,  or  a  copy  of  the  entry  for  goods  to 
be  received  by  craft,  carefully  recording  all  orders 
to  stop  the  goods  for  freight,  whether  such  stop 
be  stated  on  the  manifest  or  craft-note,  or  lodged 
subsequently,  such  notice  must  express  the  total 
amount  or  rates  of  freight  claimed  to  enable  the 
Company  to  receive  deposits,  under  the  authority 
of  the  Act  of  the  6th  Geo.  IV.  cap.  105.  To 
enter  landing  accounts  and  charges  after  being 
checked  by  the  Examining  Clerk,  carefully  com- 
paring the  consignees'  and  enterers'  names  there- 
on with  those  stated  in  the  manifest,  and  if  trans- 
fers have  been  effected  by  endorsement  of  the 
bills  of  lading  to  insert  in  the  Cargo-Ledger  the 
name  of  the  party  to  whom  the  produce  is  assigned, 
with  a  view  to  ensure  the  delivery  of  the  account 
to  the  right  party. 

If  the  goods  are  under  stop  for  freight  or  other- 
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wise,  or  bills  of  lading  required,  the  printed  form 
of  notice  must  be  affixed  to  the  accounts  pre- 
viously to  their  being  issued  to  the  merchant. 

The  Clerks  are  carefully  to  examine  and  enter 
releases  for  freight,  bills  of  lading,  and  transfer 
orders  immediately  on  their  receipt,  and  mark  the 
time  received  and  entered  thereon ;  or,  if  any 
impediment  or  informality  exists,  to  inform  the 
person  presenting  the  document,  and  instruct 
him  how  to  proceed ;  to  enter  reports  of  error  at 
the  Queen's  beam,  and  forward  the  notices  (with 
corrected  landing  accounts  if  requisite)  to  the 
proprietors  of  the  goods. 

As  soon  as  a  manifest  or  craft  note  is  entered 
in  the  ledger,  the  ship's  name  and  folio  are  to  be 
immediately  registered  in  the  general  index,  and, 
also,  in  the  index  to  the  ledger  in  which  the  ac- 
count is  opened,  and  in  the  copy  of  the  manifest 
or  craft  note  inserted  in  the  ledger  a  reference  to 
the  folio  and  line  where  the  particulars  of  each 
mark  or  parcel  of  goods  are  to  be  found  must  be 
made  opposite  to  the  respective  marks,  such  refe- 
rences must  not  in  any  case  be  omitted;  and 
when  accounts  are  transferred  to,  or  brought 
from  another  folio  or  line,  great  care  must  be 
taken  to  refer  to  the  respective  folios,  &c.  connect- 
ing the  account,  as  also  to  state  the  mark  and 
description  of  goods  for  which  the  account  is 
brought  forward. 

If  goods  are  delivered  overside  such  fact  must 
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be  noted,  in  red  ink,  opposite  the  respective  marks, 
in  the  Manifest,  &c.  in  the  ledgers  :  this  informa- 
tion is  to  be  obtained  from  the  Manifest  Office. 

Customs'  Lockers  are  stationed  in  the  Ware- 
house-keeper's Office,  with  whom  all  Duty  paid, 
Bonded  or  Export  Clearances  are  lodged  ;  and 
no  delivery  is  to  take  place  unless  authorized  by 
the  sionature  of  the  Locker  beinsj  first  obtained 
to  the  document  upon  which  a  delivery  is  to  be 
effected.  An  examination  is  to  take  place  every 
morning  of  the  delivery  orders  of  the  previous 
day,  which  are  to  be  checked  with  the  Customs* 
discharges. 

The  following  routine  is  to  be  observed  in  pass- 
ing orders  for  the  issuing  of  warrants,  &c.  viz. — 

1st.  To  refer  to  the  import  vessel  and  ascertain 
if  the  goods  are  detained  for  freight. 

2d.  To  ascertain  that  the  marks,  numbers,  and 
goods  are  correctly  described,  and  that  the  enterer's 
name  and  date  of  entry  agree. 

3d.  That  the  Delivery  Order  is  signed  by  the 
party  in  whose  name  the  goods  stand,  and  that 
no  alteration  or  interlineation  has  been  made 
therein,  or  that  any  alteration,  &c.  is  sanctioned 
by  the  signature  of  the  party  signing  the  order. 

4th.  That  the  Landing  and  Housing  Rate,  or 
Management  Rate  has  been  either  paid  or  carried 
to  a  Deposit  Account.  If  the  Order  is  correct  in 
all  the  above  respects,  and  the  stop  for  freight  (if 
any)  removed,  or  a  deposit  made  to   cover  the 
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amount,  it  may  be  passed  as  hereinafter  directed  ; 
if  incomplete,  the  impediments  are  to  be  stated  on 
one  of  the  printed  forms  provided  for  that  purpose, 
which  must  be  annexed  to  the  Order,  and  the  docu- 
ment returned  to  the  party  presenting  it,  at  the 
same  time  explaining-,  verbally,  the  cause  of  re- 
jection. 

In  entering  and  passing  Orders,  when  correct 
in  all  particulars  : — 

The  letter  and  folio  of  the  Ledo^er  in  which  it 
is  to  be  registered  must  be  inserted  on  the  left- 
hand  bottom  corner  of  the  Order,  or  as  near  as 
may  be.  The  tenor  of  it  is  then  to  be  entered  in 
abstract  in  the  Numerical  Order  Book,  and  the 
progressive  number  to  be  taken  therefrom  is  to  be 
inserted  under  the  reference  to  the  Ledger  before 
named,  the  Order  is  to  be  dated,  timed  to  the 
minute  of  being  received  and  forwarded,  the  date 
to  which  Charges  are  paid  stated,  or  if  not  paid, 
"  Charges  "  marked  thereon.  To  be  signed  by 
the  Clerk  with  red  ink,  and  forwarded  to  the  pro- 
per department  by  the  Company's  Messenger, 
except  in  the  case  of  Delivery  Orders  and  War- 
rants, which  are  returned  to  the  party  presenting 
them  and  are  by  him  lodged  with  the  Customs' 
Locker  who  has  to  certify  on  the  document  to  the 
goods  being  cleared  with  the  Customs. 

If  Charges  are  payable,  the  bills  are  to  be  made 
out  agreeably  to  the  tenor  of  the  Order,  (if  direc- 
tions are  given  thereon,)  or  according  to  the  known 
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(iustom  of  trade,  taking  care  not  to  blend  the 
Sellers'  and  Buyers'  Charges  in  the  same  bill ;  if 
either  Seller  or  Buyer,  or  both,  have  a  Deposit 
Account,  the  bill  or  bills,  after  being  checked  and 
signed  by  the  Examining-Clerks,  are  to  be  entered 
on  the  Deposit-Schedule  of  the  day  and  passed 
to  the  Deposit-Ledger-Clerk,  in  the  Collectors 
Office  at  the  Dock-House,  who  will  number  the 
Bills,  and  enter  them  in  the  Schedule,  which  is 
returned  to  Cutler-street  by  the  same  Messenger 
who  brings  it,  and  from  which  the  amount  is  to 
be  posted  into  the  Ledgers  there  ;  but  if  neither 
party  has  a  Deposit  Accountj  then  the  bills  are  to 
be  handed  for  payment  to  the  party  presenting 
the  Order  or  Warrant,  accompanied  by  a  request 
that  the  bill,  after  being  paid,  be  exhibited  where 
made  out ;  which  done,  the  Clerk  will  insert  the 
Collector's  number  on  the  Schedule  of  Cash-Bills, 
and  thence  post  the  same  into  the  Ledgers,  as  in 
the  preceding  case  of  Deposits. 

Orders  to  grant  Warrants,  or  Warrants  and 
Weight-Notes,  as  soon  as  examined  and  passed 
by  the  Clerks,  are  to  be  sent  to  the  Chief  War- 
rant Clerk,  in  the  Long  Room,  Dock-House,  when 
the  Warrants  will  be  made  out,  or  if  previously 
prepared)  completed  and  returned  to  the  Tea 
department  for  entry  ;  they  are  then  to  be  signed 
as  "  Entered  "  by  the  Clerk  and  issued,  if  all  clear, 
to  the  party  entitled  to  receive  them,  and  the  date 
on  which  the  warrants  are  issued  is  to  be  recorded 
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in  the  proper  column  in  the  Import  Ledger. 
Should  any  impediment  exist,  the  cause  is  to  be 
stated  by  the  Clerk  in  red  ink  on  the  order  for 
the  warrants  for  the  information  of  the  Warrant- 
Clerks.  Original  bills  of  lading  are  required  to 
be  lodged  with  the  Company,  for  all  goods  im- 
ported from  places  to  the  Eastward  of  the  Cape 
of  Good  Hope  inclusive,  prior  to  the  delivery.  If 
Tea  is  entered  by  two  or  more  parties,  the  usual 
notice  is  to  be  sent,  immediately  upon  the  receipt 
of  the  second  entry,  to  both  parties  by  the  Chief- 
Clerk. 

When  bills  of  lading  do  not  correspond  with 
the  manifest  in  respect  to  the  consignees,  they  are 
to  be  referred  to  the  Chief-Clerk  in  order  that 
due  notice  may  be  given  to  the  parties,  before  the 
goods  are  transferred  or  placed  to  the  account  of 
the  claimant  by  bill  of  lading;  and  all  bills  of 
Jading  in  which  the  goods  are  conditionally  con- 
signed or  endorsed  are  to  be  likewise  referred  to 
the  Chief-Clerk,  before  the  same  are  either 
accepted  or  refused  by  the  Clerks,  provided  any 
doubt  exists  as  to  the  stated  conditions  having 
been  fulfilled,  or  any  other  difficulty  should  pre- 
sent itself. 

Should  parties,  under  special  circumstances, 
require  the  original  bill  of  lading  to  be  returned, 
it  is  permitted  upon  their  lodging  a  correct  copy, 
which  is  to  be  carefully  compared  with  the  original, 
and  the  Clerk  will  certify,  in  red  ink,  date,  sign, 
and  return  the  original,  retaining  and  entering  the 
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copy  in  the  ledger,  noting  that  such  has  taken 
place. 

Orders  to  transfer  goods  are  to  be  accepted 
and  passed  in  the  same  manner  as  delivery  orders, 
with  the  exception  that  goods  may  be  transferred 
without  the  release  for  freight,  provided  the 
transferee  is  willing  to  have  them  transferred  sub- 
ject to  the  liability  to  freight,  but  especial  care 
must  be  taken  to  write  on  such  orders  the  name 
of  the  party  directing  the  transfer  to  be  so  made, 
as  also  in  the  ledger,  adding,  "  transferred  sub- 
ject to  stop  for  freight." 

Goods  received  by  land  carriage  "  duty  paid," 
are  as  far  as  practicable  to  be  deposited  apart 
from  bonded  goods,  and  as  the  Company  cannot 
have  any  official  knowledge  of  their  contents, 
how,  or  by  whom,  or  from  whence  imported, 
care  must  be  taken  not  to  issue  any  document 
which  shall  commit  the  Company  to  any  such 
particulars. 

Orders  for  preparatory  work,  as  marking,  samp- 
ling, packing,  weighing,  coopering,  or  mending, 
making  merchantable,  &c.  &c.,  are  to  be  num- 
bered, entered  in  the  Delivery  Ledgers  in  the 
column  headed  "  specification,"  timed,  dated, 
&c.  &c.,  and  forwarded  to  the  Warehouse  to  be 
acted  upon.  When  operations,  for  which  no 
charge  is  laid  down,  are  completed,  the  Fore- 
men will,  in  conformity  with  the  Instructions  in 
the  minute  of  the  16th  March,  1836,  endorse  on 
the  order  the  amount  of   labour  and   materials 
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expended,  by  which  the  charge  to  be  made  will 
be  governed,  the  order  will  then  be  transmitted  to 
the  Superintendent,  who  will  regulate  the  charge 
with  reference  to  the  time  occupied  and  mate- 
rials used ;  in  any  case  of  doubt  or  difficulty,  or 
m  the  event  of  its  being  considered  that  any  mis- 
application of  labour  or  waste  of  materials  has 
taken  place,  will  submit  the  case  to  the  Comp- 
troller of  Charges  for  his  decision. 

One  of  the  Clerks  will  extract  or  cause  to  be 
extracted  from  the  London  Gazette,  and  enter 
into  an  alphabetical  book  kept  for  that  purpose, 
the  names  of  such  bankrupt  merchants  or  traders 
residing  within  the  bills  of  mortality,  who  are 
known  to  be,  or  are  likely  to  have  been,  im- 
porters or  purchasers  of  Tea,  as  also  the  names 
of  the  assignees,  dates  of  certificates,  &c.  &c., 
and  whenever  application  is  made  to  transfer  or 
deliver  goods  consigned  to  such  parties,  or 
standing  in  their  names,  especial  care  must  be 
taken  to  procure  the  signatures  of  the  assignees 
or  other  proper  authority  before  the  orders  are 
accepted. 

A  register  is  kept  by  the  Chief  Clerk  intituled 
the  General  Authority-Book,  in  which  he  will 
enter,  or  cause  to  be  entered,  all  authorities 
granted  by  importers  or  proprietors  of  goods  to 
their  clerks  or  agents  to  sign  orders  for  delivery, 
transfers,  &c. ;  also  any  alterations  in  firms  or 
dissolutions  of  partnerships. 
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Great  care  must  be  taken  by  the  Clerks  and 
Examiners  to  secure  an  uniformity  of  practice 
in  all  respects,  and  more  especially  that  no  dif- 
ference occurs  in  levying  the  rates  of  charge  for 
the  same  operation,  and  the  Clerks  and  Ex- 
aminers are  referred  to  the  various  orders  which 
are  issued,  from  time  to  time,  respecting  the 
duties  of  the  Examiners,  and  their  cordial  co- 
operation in  the  execution  of  their  respective 
offices ;  and  in  all  cases  of  doubt  the  Clerks  will 
refer  to  the  Superintendent,  who  will,  when 
necessary,  apply  to  the  Comptroller  of  Charges 
for  his  decision. 

The  Clerks  or  Apprentices  are  strictly  required, 
(prior  to  quitting  their  stations,)  daily,  to  care- 
fully examine  the  papers  in  the  pigeon-holes  of 
their  respective  desks,  in  order  that  no  documents 
may  be  overlooked,  improperly  retained  therein, 
or  left  unexecuted.  As  a  further  precaution,  the 
Chief  Clerk  is,  at  least  once  in  every  week,  to 
look  through  the  whole  of  the  papers  in  the 
pigeon-holes,  drawers,  &c.  and  will  be  held 
responsible  for  any  omissions  or  neglect  from 
papers  being  allowed  to  remain  unexecuted  or 
improperly  kept  therein. 

All  orders  and  papers  sent  from  the  Office  to 
the  Out-Door  Department  should  be  returned  as 
soon  as  they  have  been  acted  on,  and  if  any 
apparent  delay  in  the  transmission  of  documents 
takes  place,  the  Clerks  are  to  request  the  Ware- 
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house-Keeper  to  inquire  into  the  circumstances 
and  report  the  party  in  fault. 

A  return  of  the  total  number  of  packages  and 
weight  of  each  cargo  of  Tea  is,  at  the  stated 
periods,  to  be  completed  by  the  Landing  Clerk 
and  forwarded  to  the  Accountant. 

Tables  of  Landing  Rates  and  of  Extra  Charges 
will  be  furnished  to  each  of  the  Clerks  for  their 
guidance  in  making  out  accounts,  &c.  and  when 
any  alterations  or  additions  are  directed  to  be 
made  by  the  Secretary  or  Comptroller  of  Charges, 
the  Superintendent  must  take  care  that  they  are 
duly  inserted  in  the  books  of  each  of  the  Clerks. 

When  operations  are  performed  for  which  no 
rate  is  specified  in  the  table,  the  subject  is  to  be 
referred  to  the  Superintendent. 

The  Superintendent  is  to  transmit  to  the  Ac- 
countant every  quarter,  namely,  Lst  of  January, 
1st  of  April,  1st  of  July,  and  1st  of  October  in 
each  year  a  statement  of  the  outstanding  rates 
and  rent  to  that  period,  to  be  collated  from  the 
accounts  of  the  Clerks,  who  are  carefully  to 
compute  and  extract  the  same  from  the  Ledgers, 
&c.  into  the  books  kept  for  that  purpose.  lie  will 
also  from  time  to  time  personally  inspect  the  books 
and  accounts  in  the  Cutler-Street  department,  and 
satisfy  himself  that  every  thing  is  correct,  and  he 
may  call  the  Accountant  to  his  aid  for  the  above 
purpose  when  deemed  expedient. 

The  official  communications  between  the  Docks 
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and  the  Cutler-street  Warehouses  will  be  effected 
in  all  ordinary  cases  by  a  Lad  Messenger,  who  is 
despatched  from  the  General  Office  in  Cutler- 
street  at  the  following  periods  throughout  the 
day,  viz. 

At  half-past    9  a.m. 

„  12  P.M. 

,,  2   P.M. 

The  Messenger  is  not  to  be  detained  at  the 
Dock-House  more  than  half  an  hour  upon  each 
occasion ;  and  should  it  appear  at  any  time  that 
his  absence  is  prolonged  beyond  the  customary 
period,  inquiry  must  be  made  into  the  cause  of 
the  delay  and  detention. 

Testimonials  of  character  to  parties  employed 
in  the  Company's  service  are  not  to  be  given  by 
any  of  the  Officers  or  Clerks  without  the  sanction 
of  the  Secretary. 

No  Officer  or  Servant  of  the  Company  is  allowed 
to  purchase,  sell,  or  deal  in  any  Stores  or  Goods 
deposited  within  the  premises  of  the  Company. 

Fines  will  be  imposed  for  non-attendance  or 
disobedience  of  the  Bye-Laws,  Rules,  Orders, 
Regulations  and  Instructions.  Irregularities  will 
be  punished  by  suspension,  and  if  habitual,  by 
dismissal. 

No  fees  or  gratuities  are  permitted  to  be  taken 
by  the  officers  or  servants  of  the  Dock-Company, 
nor  are  they  allowed  to  receive  or  partake  of  any 
refreshment  on  ship-board,  on  pain  of  dismissal. 
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INDEX   TO    BYE-LAWS, 


DIRECTORS. 


1.  Qualification  and  Declaration. 

2.  Numbers  at  Boards  and  Committees. 

3.  Not  to  leave,  until  business  completed. 

4.  Not  compellable  to  serve  as  Chairman  or  Deputy. 

5.  To  withdraw  on  personal  inquiry. 

6.  Not  to  supply  Company  with  Stores,  &c. 

SPECIAL  GENERAL  MEETING. 

7.  No  Special  General  Meeting  to  be  called  by  Directors  except 

after  special  summons. 

ELECTIONS. 

8.  Lists  at  Elections  to  contain  not  more  than  twenty-one  names  of 

qualified  Proprietors. 
8.  Scrutineers  to  be  named. 

10.  In  case  of  equality  of  numbers,  Chairman  to  have  casting  vote. 

11.  In  case  of  doubt,  to  be  determined  by  majority  of  Scrutineers. 

PROCEEDINGS  AT  GENERAL  MEETINGS. 

12.  Motions,  except  of  adjournment,  or  previous  question,  at  General 

Meetings,  to  be  in  writing. 

13.  None  but  Proprietors  and  Officers  to  be  present  at  General  Meet- 

ings, without  leave  of  such  Meeting. 

BOOKS,  AND  ACCOUNTS. 

14.  Books  to  be  balanced  half  yearly. 

15.  Transfer  Books  to  be  closed  twice  a  year  until  after  dividends  are 

declared. 

MISCELLANEOUS. 

16.  Five  pounds  per  cent,  on  amount  of  annual  salaries  and  two-and- 

a-half  per  cent,  on   wages   paid  to  be  applied  to  an  Accu- 
mulating Fund,  towards  Superannuation  allowances. 

17.  Company  to  defend  Officers,  prosecuted,  for  acts  done  in  the  fair 

discharge  of  their  duty. 

18.  No  Officer  or  Servant,  on  pain  of  dismissal,  to  be  interested  in 

purchase  or  supply  of  materials,  stores,  &c. 

19.  Officers  and   Servants  guilty  of  disobedience,  to  pay  a  penalty 

of  £5. 

20.  Carmen  and  others  refusing  to  comply  with  the  regulations,  or 

disobeying  orders,  penalty  40s. 

21.  Pilots,  &c.  ditto,  40s. 

22.  Masters  or  Crews  of  Vessels  depositing  dirt  otherwise  than  in  the 

proper  bins,  ditto  40s. 

23.  Times  of  opening  and  shutting  Wicket-Gates  ;   persons  trans- 

gressing the  regulations  with  respect  to  the  same,  ditto  40s. 

24.  VVater-Gates,  and   Sliding-Gates,  each  side   of  Lock-Entrance 

ditto,  20s. 

25.  Mode  of  Recovery,  and  applications  of  all  fines  and  penalties,  to 

Accutiiulating  Fund. 
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BYE-LAWS,    RULES, 

AND 

ORDINANCES, 

FOR    THE 

GOVERNMENT 

OF    THE 

As  approved  and  confirmed,  by  the  Proprietors  in  Ge- 
neral Meeting  assembled,  pursuant  to  the  Poiver  for 
that  Purpose  given  in,  and  by,  6  Geo.  IV.  c.  105. 


No.  1. — It  is  Ordained, — That  every  Director 
of  the  St.  Katharine  Dock-Company  who  shall 
from  this  time  forth  be  elected  to  that  Office  shall, 
previous  to  his  acting-  as  such,  make  and  sub- 
scribe the  following  declaration  in  a  book  to  be 
kept  for  that  purpose  by  the  Clerk  of  the  Com- 
pany. 

"  I,  A.  B.  having  been  elected  a  Director  of 
St.  Katharine  Dock-Company,  do  hereby  de- 
clare that  I  am  possessed,  bondjide,  and  to  my 
own  absolute  use,  and  not  nominally  or  in  trust 
for  any  other  person,  of  the  sum  of  £1000 
capital  Stock  of  the  said  Company ;  and  I 
do  hereby  further  declare,  promise,  and  agree, 
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"  that  I  will,  to  the  best  of  my  ability,  zea- 
"  lously  and  diligently,  promote  the  interest  of 
"  the  said  Company  :  and  also  that  I  will  attend 
"  the  Meetings  of  Directors  and  Proprietors, 
"  and  of  any  Committee  to  which  I  may  be  ap- 
*'  pointed,  and  conform  in  the  conduct  of  the 
"  business  thereof,  as  well  to  the  provisions  of 
"  the  Act  constituting  the  said  Company,  as  to 
"  all  such  Bye-Laws,  Rules,  and  Ordinances,  as 
"  are  now  made,  or  at  any  time  hereafter  may 
*'  be  made  and  ordained  in  pursuance  thereof, 
"  for  the  government  of  the  said  Company." 

No.  2. — It  is  Ordained, — That  a  Board,  to  con- 
sist of  not  less  than  five  Directors,  shall  be  held 
once,  at  least,  in  every  fortnight,  on  a  Tuesday, 
with  power  to  appoint  Committees,  for  the  regu- 
lation and  management  of  the  internal  business 
of  the  Company,  consisting  in  each  case  of  not 
less  than  three  Directors. 

No.  3. —  It  is  Ordained,  —  That  no  Director 
shall  depart  from  any  Board  (when  only  five  are 
present)  until  the  business  thereof  shall  be  dis- 
posed of;  and  that  no  Director  shall  depart  from 
any  Committee  (when  only  three  are  present) 
until  the  business  before  such  Committee  shall 
have  been  disposed  of 

No,  4, —  It    is    Ordained,— That   no    Director 
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shall  be  compelled  to  serve  as  Chairman  or  De- 
puty-Chairman of  the  Meetings  of  Directors. 

No.  5. —  It  is  Ordained, — That,  when  any  ques- 
tion shall  arise  at  a  Board  of  Directors  involving 
the  conduct  or  interest  of  any  Director  present, 
he  shall,  after  having  been  heard  on  the  matter, 
withdraw  until  the  question  is  determined. 

No.  6. — It  is  Ordained, — That  no  Director 
shall  be  concerned,  directly  or  indirectly,  in  any 
contract,  bargain,  or  agreement  for  the  Sale  of 
any  Stores  or  Materials  to  the  said  Company,  or 
be  otherwise  interested  in  any  work  or  works, 
done,  or  to  be  done,  for  the  same. 

No.  7. — It  is  Ordained, — That  no  Special  Ge- 
neral Meeting  of  the  said  Company  shall  be  called 
by  the  Directors,  without  notice  being  previously 
given  to  all  the  Directors,  by  special  summons 
from  the  Secretary,  not  less  than  seven  days,  pre- 
ceding the  Board,  at  which  the  proposition  is  to 
be  made. 

No.  8. — It  is  Ordained, — That  no  list  in  an 
election  for  Directors  shall  contain  more  tlian  the 
names  of  twenty-one  Proprietors,  nor  more  than 
the  number  to  be  elected,  who  shall  be  each  pos- 
sessed of  one  thousand  pounds  of  the  Company's 
Stock. 

No.  9. — It    is   Ordained, — That,    previous    to 
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proceeding  to  any  election  of  Directors,  three 
Scrutineers  shall  be  named  by  the  Proprietors 
present. 

No.  10. —  It  is  Ordained, — That,  if  it  shall  ap- 
pear that  any  two  or  more  persons  shall  have  an 
equal  number  of  votes,  the  election,  with  respect 
to  such  persons,  shall  be  determined  by  lot,  to  be 
drawn  by  the  Secretary  for  the  time  being,  at  the 
General  Meeting  of  Proprietors  at  which  such 
Election  shall  take  place,  or  in  the  event  of  a 
Scrutiny,  in  the  presence  of  the  Meeting  or  Com- 
mittee to  whom  it  shall  be  referred  to  receive  the 
report  of  the  Scrutineers. 

No.  1 1 . — //  is  Ordained, — That,  in  case  any 
doubt  shall  arise  respecting  the  name  of  any 
person  in  any  list,  the  same  shall  be  determined 
by  a  majority  of  the  Scrutineers. 

No.  12. — It  is  Ordained, — That  all  questions 
to  be  propounded  at  General  Meetings  of  the 
Company,  except  the  previous  question,  or  ques- 
tion of  adjournment,  shall  be  stated  in  writing, 
and  in  conformity  with  the  provisions  of  the  19th 
and  37th  sections  of  the  Act. 

No.  13. — It  is  Ordained, — That  no  person  or 
persons,  not  being  Proprietors  of  St.  Katharine 
Dock-Stock,  except  the  Officer  or  Officers  of  the 
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Company  necessarily  employed  on  such  occasion, 
shall  be  allovved  to  be  present  at  any  General  or 
Special  Meeting  of  the  Company,  without  per- 
mission from  the  majority  of  the  Proprietors 
present ;  notice  to  this  effect  to  be  given  from 
the  chair,  prior  to  commencing  business. 

No.  14. — It  is  Ordained., — That  the  books, 
containing  the  general  accounts  of  the  said  Com- 
pany, shall  be  balanced  on  the  31st  of  December 
and  the  30th  of  June  in  each  year,  in  order  to 
settle  the  amount  of  dividends,  which  shall  be 
payable  on  the  22d  of  January  and  the  22d  of 
July,  in  every  year. 

No.  15.  —  It  is  Ordained, — That  the  Transfer- 
Book  of  the  said  Company  shall  be  closed  on  the 
loth  of  December,  and  15th  of  June,  in  each 
year,  and  not  opened  again  until  ten  days  after 
the  next  half-yearly  dividend  shall  have  been 
declared. 

No.  16. — It  is  Ordained, — That,  under  and  by 
virtue  of  the  provision  of  the  33d  section  of  the 
6  Geo.  IV.  c.  105,  a  sum  of  five  pounds  percent, 
per  annum,  upon  the  amount  of  the  annual  Sala- 
ries of  the  Officers,  and  two  and  a  half  pounds 
per  cent,  per  annum  upon  the  amount  of  the 
Wages  of  the  Servants  of  the  said  Company, 
which  .shall  be  due  and   payable  to  such  Officers 
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and  Servants,  shall  be  applied  out  of  the  Reve- 
nues of  the  said  Company,  and  carried  quarterly, 
to  an  Accumulating  Fund,  which  Fund  shall  be 
at  the  disposal  of  the  Directors,  for  the  purpose 
of  being  applied  to  the  granting  of  allowances, 
by  way  of  superannuation  or  otherwise,  to  such 
of  the  Officers  or  servants  of  the  said  Company 
who,  from  accident  or  incapacity  connected  with 
the  service  of  the  said  Company, — or  who,  after 
having  attained  the  age  of  sixty-five  in  the  service 
of  the  Company,  shall  retire, — or  from  incapacity 
or  infirmity  be  no  longer  efficient, — as  shall  be 
considered  by  a  Board  of  Directors,  fit  and  pro- 
per persons  to  receive  the  same. 

No.  17. — It  is  Ordained, — That  the  said  Com- 
pany shall,  at  their  expense,  defend  all  suits  and 
actions,  which  may  be  commenced  against  their 
Officers,  or  Servants,  for  acts  performed  in  the 
execution  of  their  respective  duties,  as  established 
by  the  Dock-Company's  Code  of  Bye-Laws,  In- 
structions, Ordinances,  Rules,  Orders,  and  Regu- 
lations, or  under  any  subsequent  Bye-Laws,  In- 
structions, Ordinances,  Rules,  Orders,  and  Regu- 
lations ;  provided  always  that  the  Directors  at  a 
Board  to  be  held,  shall  be  of  opinion  that  such 
cause  of  action  shall  have  arisen  in  the  fair  exe- 
cution, by  such  Officer  or  Servant,  of  his  duty. 

No.  18. — It  is  Oj'daitied, — That  no  Officer  or 
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Servant  of  the  said  Company  shall,  on  pain  of 
peremptory  dismissal,  be  concerned  in  the  sale, 
purchase,  or  supply  of  any  Stores  or  Materials  to 
be  provided  for  the  use  thereof;  or  in  the  pur- 
chase or  sale  of  Old  Stores  or  Materials  belonging 
thereto ;  or  of  any  Goods,  Wares,  or  Merchan- 
dize which  may  be  sold  by  the  said  Company  in 
satisfaction  of  Rates,  due  thereon,  or  otherw^ise, 
to  the  said  Company. 

No.  19. — //  is  Ordained^ — Under  and  by  virtue 
of  the  20th  Section  of  the  6  Geo.  IV.  c.  105, 
That  the  Officers  and  Servants  of  the  said  Com- 
pany, and  all  and  every  person  or  persons  w^hom- 
soever,  or  whatsoever,  employed  in  and  about 
the  business  and  affairs  of  the  said  Company, 
shall  conform,  in  every  respect,  to  the  Rules, 
General  Regulations,  Orders,  and  Instructions 
applicable  to  their  respective  departments  which 
have  already  been,  or  shall  hereafter  be,  deter- 
mined upon  by  a  Board  of  Directors  of  the  said 
Company,  and  that  they  shall  give  such  atten- 
dance, keep  such  Books,  and  furnish  such  Re- 
ports, Accounts,  and  Statements,  of  and  con- 
cerning the  affairs  of  the  said  Company,  as  shall, 
from  time  to  time,  be  required  by  the  Directors, 
or  the  Secretary  of  the  said  Company,  for  the 
time  being;  and  if  any  such  person  or  persons 
shall  disobey  such  Rules,  Regulations,  Orders, 
and  Instructions,  he  or  they  shall,  upon  complaint 
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or  information  thereof  by  any  Officer  of  the  said 
Company  authorized  in  writing  by  the  Secretary 
for  the  time  being,  before  any  Justice  or  Justices  of 
the  Peace  for  the  County  of  Middlesex,  accord- 
ing to  the  provision  for  that  purpose  contained 
in  the  160th  section  of  the  Act  of  6  Geo.  IV. 
c.  105,  forfeit,  a  sum,  not  exceeding  Five  Pounds, 
for  each  such  neglect  or  refusal. 

No.  20. — It  is  Ordained, — Under  and  by  virtue 
of  the  95th  section  of  the  6  Geo.  IV.  c.  105, 
That  all  Masters,  of  Vessels,  Pilots,  Lightermen, 
Carmen,  Carters,  Porters,  and  other  Person  or 
Persons  employed  about  business  in  the  St.  Ka- 
tharine Docks,  or  being  within  the  same,  or  in 
charge  of  any  Vessel,  Lighter,  Craft,  or  Boat, 
Cart,  Waggon,  Truck,  or  other  Conveyance, 
coming  into,  remaining  in,  or  departing  from  the 
said  Company's  premises,  who  shall  not  obey  the 
directions  of  the  Dock-Master  or  Dock-Masters, 
or  other  Officers  or  Servants  of  the  Company  as 
to  the  stations  where  he  or  they,  or  such  Vessel, 
Lighter,  Craft,  or  Boat,  Cart,  Waggon,  Truck,  or 
other  Conveyance  are  to  remain,  or  to  remove  to, 
or  depart  from  the  Dock  Premises,  or  as  to  the 
place  or  places  where  any  such  Vessel,  Lighter, 
Craft,  Boat,  Cart,  Waggon,  Truck,  or  other 
Conveyance,  shall,  or  shall  not  be  permitted 
to  load  or  unload,  or  who  shall  endeavour  to 
obtain  any  undue  preference  in  the  loading  or  un- 
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loading,  or  obstruct  the  entrances,  roads,  or  ways, 
or  refuse  to  exhibit  immediately,  when  demanded, 
the  Pass,  or  other  document,  of  and  concerning 
any  Goods  contained  in  such  Vessel,  Lighter, 
Craft,  Boat,  Cart,  Waggon,  Truck,  or  other  Con- 
veyance, and  lodge  such  Pass  with  one  of  the 
Dock-Masters,  or  with  one  of  the  Gate-Keepers 
of  the  said  Company,  upon  quitting  the  premises 
thereof,  or  who  shall  obstruct  or  refuse  to  permit, 
a  due  examination  of  the  Goods  contained  therein, 
or  who  shall  refuse  to  depart  from  the  premises 
when  desired  so  to  do  by  any  one  of  the  Dock- 
Masters  or  other  Officers  or  Servants  of  the  said 
Company,  or  shall  in  any  manner  disobey  the 
Orders,  Directions,  or  Instructions  of  the  several 
Officers  and  Servants  of  the  said  Company  in 
relation  to  the  business  in  the  St.  Katharine 
Docks,  shall  forfeit  for  each  offence  a  sum  not 
exceeding  forty  shillings. 

No.  21.— It  is  OrcIawed,—Th^t  all  Pilots,  or 
Masters  of  Vessels,  or  other  persons  having  the 
charge  or  command  thereof,  and  also  all  persons 
having  the  charge  of  any  Craft  or  Lighter,  about 
to  enter,  entering  into,  or  having  entered,  lying 
in,  or  departing  from,  the  Basin  or  Docks  of  the 
said  Company,  or  lying  at  the  Dolphins,  Moor- 
ing Craft,  or  Buoys  of  the  said  Company  in  the 
River,  or  within  one  hundred  yards  of  the  Dock  En- 
trance, who  shall  refuse  to  conform  to  the  Orders, 
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Directions,  or  Instructions  of  either  of  the  Dock- 
Masters  or  other  Officer  or  Officers  of  the  said 
Company,  relative  to  entering,  lying  in,  removing, 
quaying,  birthing,  departing  from,  or  ballasting 
such  Vessel,  Craft,  or  Lighter,  or  who  shall  not, 
immediately,  upon  demand  made,  render  up  the 
Pass  for  such  Vessel,  Craft,  or  Lighter,  or  of 
the  Goods  on  board,  to  the  Officer  or  Servant 
of  the  said  Company,  or  permit  the  necessary 
examination  of  the  Vessel,  Craft,  or  Lighter,  to 
be  made  by  either  of  the  Dock-Masters,  or  such 
other  Officer  or  Servant  of  the  said  Company, 
duly  authorised  thereto  by  the  Directors,  or  the 
Secretaiy  thereof  for  the  time  being,  or  who  shall 
cast  off  any  Rope,  Warp,  or  Headfast,  contrary 
to  the  directions  of  either  of  the  Dock-Masters,  or 
refuse  to  cast  off  any  Rope,  Warp,  or  Headfast, 
when  directed  by  either  of  the  said  Dock-Masters, 
or  who  shall  endeavour  to  obtain  undue  prefer- 
ence at  the  time  of  admission,  quaying,  birthing, 
or  departure  of  such  Vessel,  Craft,  or  Lighter, 
shall  forfeit  and  pay  for  each  offence  a  sum  not 
exceeding  five  pounds. 

No.  22.— It  is  Ordained,— Thdit  the  Master  or 
person  in  charge  of  any  Vessel  lying  within  the 
Basin  or  Docks  of  the  said  Company,  shall  not 
deposit,  or  cause,  or  permit  to  be  deposited,  any 
dirt,  rubbish,  or  sweepings  in  any  other  place  or 
places,  within  the  same,  save  and  except  in  the 
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Dirt-Bins  or  such  otlier  place  or  places  provided 
by  the  said  Company,  under  a  penalty  not  exceed- 
ing: forty  shilling's  for  each  offence. 

No.  23. — It  is  Ordained. — Under  the  powers 
vested  in  the  Directors,  by  the  122d  and  132d 
Sections  of  the  said  Act,  relating  to  the  opening- 
and  shutting  of  the  wicket  or  foot  or  other  en- 
trance gates,  That  the  entrance-gates  to  the  said 
Docks  on  the  land  side  thereof,  shall  be  closed 
daily,  upon  the  termination  of  public  business  ; 
and  remain  closed  until  the  commencement  of 
public  business  on  the  following  day,  save  as  in 
herein-after  excepted, — and  save  and  except  the 
wicket-gate  at  the  Principal  Entrance  to  such 
Docks  in  East  Smithfield,  which  latter  wicket- 
gate  will  be  open  for  the  accommodation  of  the 
public,  at,  and  during  the  under-mentioned 
periods  and  hours  : — 


From  2 1st  March,  to  2 1st 


^'^'{eo-, 


between  the  hours  of 
clock  A .  M .  &  7  o'clock  p,  m  , 


22d  May  ,,  21st  Aug.  6  „         „        8 

22d  Aug.  „  2 1st  Sept.  6  „         „        7 

22d  Sept.  „     1st  Nov.  7  „         „        6 

2d  Nov.  „  20th  Feb.  7  „ 

21stFeb.  ,,  20th  Mar.  7  „ 


and  any  person  who  shall  pass,  or  endeavour  to 
pass,  at  any  other  time,  without  special  permission 
from  the  Secretary,  or  the  Superintendent  for  the 
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time  being,  or  who  shall  be  found  loitering  with- 
in the  said  Dock-Premises,  or  be  found  within  the 
same,  before  or  after  the  hours  above  specified, 
without  reasonable  or  lawfal  excuse,  shall  forfeit 
and  pay  for  every  such  offence  a  sum  not  exceed- 
ing forty  shillings  ;  Provided  always,  that  nothing 
herein-contained  shall  extend,  or  be  construed  to 
extend,  to  prevent  the  said  gates  or  any  of  them 
from  being  opened  at  such  time  or  times,  after  or 
before  the  hours  for  public  business,  as  the  Secre- 
tary or  Superintendent  for  the  time  being  may 
direct,  for  the  purpose  of  permitting  goods,  duty 
paid,  or  upon  which  no  duties  shall  be  chargeable, 
to  pass  outwards  from  the  said  Docks,  through 
any  of  the  entrance-gates,  or  for  permitting  the 
Superintendent  of  the  Dock  Police  to  have  ingress 
and  egress  for  the  purposes  of  examination  or  in- 
spection, or  of  setting  or  relieving  the  Watch,  to 
be  kept  within  the  Premises  of  the  said  Company, 
and  for  that  purpose  to  allow  the  Constables  or 
Watchmen  being  Servants  of  the  said  Company 
to  enter  or  depart  the  said  Premises  as  aforesaid, 
provided  they  shall  do  so  in  the  presence,  and 
with  the  consent  of  the  Superintendent  of  Police, 
and  provided  further  that  nothing  herein  con- 
tained shall  prevent  the  sliding-gates  at  each 
side  of  the  Entrance  Lock,  being  opened,  and 
remaining  open  during  such  period  as  the  Dock- 
Master  or  Dock-Masters  of  the  said  Company, 
for  the  time  being,  both  or  either  of  them,  may 
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direct,  for  the  purposes  of  the  docking,  and  un- 
docking  of  vessels,  lighters,  or  craft,  as  herein- 
after provided  for. 

No.  2A.— It  is  Ordained,  —  Under  and  by 
virtue  of  the  provisions  of  the  122d  Section  of 
the  said  Act,  That  the  water-gates  of  the  Entrance- 
Lock,  and  of  the  Western,  and  Eastern  Docks, 
shall  be  opened,  and  remain  open,  at  all  such 
time  or  times  as  shall  be  safe,  and  proper,  for  the 
ingress  and  egress,  and  convenience  of  shipping, 
as  well  during  the  night,  as  during  the  day-time, 
subject  nevertheless  to  the  direction  and  control 
of  the  Dock-Master  or  Dock-Masters  of  the  said 
Company,  for  the  time  being,  both  or  either ;  and 
that  the  sliding-gates  at  each  side  of  the  said 
Entrance-Lock,  shall  be  open  at  such  time  or 
times,  after  the  usual  hours  for  public  business, 
as  shall  be  deemed  necessary  by  either  of  the  said 
Dock-Masters,  during  the  locking,  docking,  or 
undocking,  of  any  vessel,  craft,  lighter,  or  boat. 
Provided  always  that  no  person  or  persons,  save 
and  except  the  Officers  or  Servants  of  the  said 
Company  employed  in  and  about  the  locking, 
docking,  or  undocking  of  such  vessel,  craft, 
lighter,  or  boat,  shall  be  permitted  to  enter  or 
depart  the  said  Docks,  by  or  through  any  of  such 
sHding-gates,  after  the  periods  fixed  as  aforesaid 
for  closing  tlie  entrance-gates  respectively  ;  and 
that  every  other  person  or  persons  who  shall  pass 
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or  attempt  to  pass  the  same  shall  forfeit,  for  each 
oifence,  a  sum  not  exceeding  twenty  shillings. 

No.  25. — It  is  O rdawed,— Th?it  the  several 
fines  and  penalties  imposed,  and  inflicted,  in  and 
by  the  preceding  Bye-Laws,  Rules,  and  Ordi- 
nances, shall  and  may  be  recovered  in  the  mode 
for  that  purpose  prescribed  by  the  1 60th  Section 
of  the  Act  6  Geo.  IV.  c.  105,  and  that  the  moiety 
of  such  fines  and  penalties,  and  also  of  all  fines 
and  penalties  recovered  under  the  said  Act,  and 
thereby  made  payable  to  the  Treasurer  of  the 
said  Company,  shall  be  applied  by  him  under  the 
direction  of  a  Board  of  Directors,  for  and  in  aid 
of  the  immediate  purposes  of  the  Accumulating 
Fund  herein-before  mentioned.  Provided  always, 
that  no  Officer  or  Servant  of  the  said  Company 
shall  sue,  or  proceed  for,  the  recovery  of  any 
such  fines  and  penalties,  without  having  first 
obtained  an  authority  in  writing  from  the  Secre- 
tary for  the  time  being,  for  that  purpose. 


ST.  KATHARINE  DOCKS 


FORM  OF  AGREEMENT,  to  be  signed  by 
each  of  the  Officers  upon  Appointment. 


I 

being  appointed  by  the  Directors  of  the  St. 
Katharine   Dock -Company    to    the   situation   of 

in  the  said  Company's  service  during  the  plea- 
sure of  the  Board  of  Directors,  at  an  annual 
salary  of  £  ,  which  is  to  commence 

with  a  progressive  increase  upon  a  graduated 
scale,  as  fixed  by  the  said  Directors,  which  in- 
crease is  to  terminate  at  the  end  of  ten  years 
service,  do  hereby  covenant,  promise,  and  agree 
to  conform  to  the  tenor  of  the  Instructions  for 
regulating  the  duties  of  the  Department  in  which 
I  am  to  be  employed,  and  also  to  those  apper- 
taining to  any  other  Office  in  which  I  may  be 
required  to  act;  and  to  abide  by  and  conform  to 

2   !•> 
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any  regulations  which  hereafter  may  be  issued 
by  the   Directors,   or  the  Secretary  under  their 
sanction  and  authority :  And  I  hereby  also  agree 
to  pay  due  obedience  to  the  Secretary,  and  to  all 
Bye-Laws    and    Regulations    made    and    issued, 
under  the  powers  vested  in  the  said  Directors  by 
the  St.  Katharine  Dock- Act,  6  Geo.  IV.  c.  105, 
for  the  governance  of  the  Officers  and  Servants  of 
the  said  Company  ;  and  to  pay,  or  allow  to  be 
deducted,  from  my  salary  all  fines  for  non-atten- 
dance at  the  hours  prescribed,  or  for  disobedience 
of  the  Bye-Laws,  Rules,  Orders,  Regulations,  or 
Listructions  ;    and  in   like  manner  to   allow  all 
such  mulct  of  salary,  as  shall  have  been  incurred 
on  account   of  absence  without  leave ;    and  to 
attend  on  such  days,  and  at  such  time  or  times, 
before,  and  after  the  hours  determined  upon  for 
attendance,    as    shall  be  necessary  for  the   due 
performance  of  the  duties  assigned  to  me,  or  in 
obedience  to  any  instructions  I  may  receive  from 
my  Superior;    and -finally   to   conform    to,    and 
abide  by,  the  stipulations  under  which  I  tendered 
my  services,  as  set  forth  in  the  paper  of  interro- 
gatories numbered  ,  and  signed  by  me 
previous  to  my  appointment :    And,  in  the  event 
of  my  quitting  the  service,  to  render  up,  to  such 
person  as  shall  be  authorised  by  the  Directors  to 
receive  the  same,  all  books,  papers,  accounts,  and 
documents    belonging   to    the    Dock -Company, 
which  shall  be  in  my  possession ;   and  to  com- 
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plete  and  post  up,  all  and  every  the  books  or 
accounts,  of  which  I  may  have  the  keeping,  up 
to  the  period  of  my  leaving  the  employ. 

And  I  hereby  agree  not  to  quit  the  service  of 
the  said  Dock -Company  voluntarily,  without 
giving  three  months'  notice,  in  writing,  to  the 
Secretary:  And  I  do  further  agree  that  the  Board 
of  Directors  shall  have  the  power  of  discontinuing 
my  services  at  any  time,  upon  giving  me  three 
months'  notice ;  and  also  of  immediate  and  pe- 
remptory dismissal  in  the  event  of  inefficiency, 
irregularity  of  conduct,  or  disobedience  of  the 
Rules,  Regulations,  Bye-Laws,  and  Instructions. 

London  J  day  of  ,  184     . 

Witness,  (Signed)         A.  B. 

ADDENDA. 

The  Officers  and  Servants  of  the  Company  are 
particularly  referred  to  the  subjoined  Standing 
Order  of  the  Court:  — 

Ordered,  That  no  Officer  or  Servant  of  the 
St.  Katharine-Dock  Company  be  permitted  to 
keep  or  to  be  interested  in  a  Tavern,  Public- 
house,  Tap,  Beer,  or  Spirit-shop.  That  he  be 
not  allowed  to  become  surety  for  any  Officer  of 
the  Revenue,  nor  be  permitted  to  enter  into 
pecuniary  engagements  with  any  such  Officer ; 
and  that  no  strangers,  except  upon  business,  are 
allowed  to  enter  the  buildings  without  cards  of 
admission. 


MARCIIANT,     SINGEK,    AND    SMITH,     PRINTr.KS,     ]^•GUAM-COURT, 
FENCUURCH-STREET. 
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